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INTRODUCTION 


The  Librarian  of  the  Montana  State  Law  Library,  Ms.  Claire 
Engel,  requested  technical  assistance  from  LEAA's  Criminal  Courts 
Technical  Assistance  Project  at  the  American  University  for  the 
purpose  of  evaluating  certain  programmatic  and  organizational  aspects 
of  the  Library's  operations.   Among  the  factors  prompting  the  re- 
quest were  concerns  on  the  part  of  the  Librarian  and  the  Montana 
Supreme  Court  that  library  needs  were  deserving  of  higher  priorities 
in  terms  of  appropriations,  that  the  existing  physical  facilities  could 
be  insufficient  for  the  library's  needs  and  that  a  potential  existed 
for  expanding  technical  and  public  services  which  the  library 
provided. 

Ms.  Engel  requested  specific  assistance  in  evaluating  the 
following  aspects  of  the  library's  operations: 

Reader,  Staff  and  Collection  space 

Adequacy  of  the  existing  collection 

Staffing  and  funding  needs 

Public  and  technical  services  offered  by  the  library 

Existing  administrative  operations  and  functions 
In  addition  to  these  areas,  it  was  decided  that  the  scope  of  the 
assistance  would  be  broadened  to  include  a  testing  of  the  recently 
promulgated  Standards  for  State  Supreme  Court  Libraries  developed 
by  the  Association  of  American  Law  Librarians.   It  was  felt  that 
other  states  law  librarians  would  be  interested  in  seeing  how  the 
standards  operated  in  an  actual  library  setting.   Along  these  lines, 


-1- 


this  report  is  being  made  available  to  state  law  librarians  in 
all  fifty  states  and  the  District  of  Columbia. 

To  provide  the  desired  assistance,  the  consultative  services 
of  Professor  Donald  Garbrecht  and  Mr.  C.  E.  Bolden  were  obtained. 
Professor  Garbrecht  is  a  Professor  of  Law  and  Law  Librarian  at 
the  University  of  Maine  Law  School  in  Portland  and  has  extensive 
experience  in  all  aspects  of  law  library  operation.   Mr.  Bolden 
is  Librarian  of  the  Washington  State  Law  Library  and  is  the  current 
president  of  the  Association  of  American  Law  Librarians. 

After  reviewing  extensive  background  materials  prepared  by 
Ms.  Engel  and  her  staff,  the  consultants  spent  four  days  on  site 
in  Helena,  Montana  in  mid-November  of  1978.   During  this  time  they 
interviewed  members  of  the  Montana  Supreme  Court,  Ms.  Engel  and 
her  staff,  library  users  and  other  involved  state  staff. 

The  following  report  contains  a  comprehensive  analysis  of 
virtually  all  aspects  of  the  operations  of  the  Montana  Law  Library, 
the  consultant's  recommendations,  and  a  detailed  discussion 
of  the  Standards  for  supreme  court  law  libraries  and  how  they 
relate  to  the  Montana  library. 
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II.   ANALYSIS  OF  EXISTING  SITUATION 

A.   Descriptive  Profile 

As  is  true  of  any  library,  the  State  Law  Library  of  Montana 
has  its  strengths  and  weaknesses.   These  are  apparent  both  in  its 
collection  and  its  administration--more  apparent,  probably,  to  an 
outsider  than  to  those  in  daily  contact  with  the  Library.   The 
suggestions  and  recommendations  made  in  the  report  should  not  be 
construed  as  any  criticism  of  the  overall  quality  of  the  Library 
administration,  services  or  collection.   Rather,  the  purpose  is  to 
offer  recommendations  designed  to  remedy  weaknesses  while  maintaining 
those  aspects  which  have  made  it  an  extremely  valuable  asset  to  the 
state  government.   The  Library  is  supplying  a  valuable  service 
function  and  the  recommendations  made  are,  hopefully,  those  which 
will  refine  and  expand  what  is  basically  an  excellent  operation. 

If  existing  law  libraries  of  any  import  in  Montana  were  surveyed, 
only  two  such  libraries  would  be  found:   the  State  Law  Library  of 
Montana  in  Helena  and  the  University  of  Montana  Law  Library  in 
Missoula.   It  would  be  equally  clear  that  the  State  Law  Library  is 
the  only  major  law  library  in  the  central-western  portion  of  the 
state  readily  available  to  the  member  of  the  Montana  Bar,  and  has 
major  service  responsibilities  to  attorneys  in  the  eastern  half  of 
the  state  as  well. 

The  State  Law  Library  is  a  part  of  the  judicial  branch  of  state 
government  and  functions  under  the  exclusive  jurisdiction  and  control 
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4-1 

of  the  Montana  Supreme  Court. 

The  State  Law  Librarian  is  selected  and  appointed  by  the 

Supreme  Court  which  prescribes  the  duties  of  such  librarian,  when 

2 
not  otherwise  provided  for  by  law. 

The  Library  is  the  primary  repository  of  legal  research  materials 

for  the  use  of  state  government.   The  Law  Library  is  responsible  for 

developing  and  maintaining  a  comprehensive,  organized  collection  of 

Anglo-American  legal  research  materials— including  primary  research 

materials  for  all  fifty  states  and  the  federal  government,  as  well 

as  secondary  materials — for  reference,  research  and  study  by  all 

branches  of  state  government,  as  well  as  the  State  Bar  and  the 

general  public.   Public  service  responsibilities  include: 

(1)  Legal  reference  assistance  to  all  levels  of 
Montana  courts,  with  special  emphasis  on 
service  to  the  Supreme  Court. 

(2)  Legal  reference  service  to  the  Legislature 
and  its  research  staffs. 

(3)  Basic  legal  reference  service  to  the  executive 
and  legislative  branches  of  state  government. 

(4)  State-wide  law  library  service  by  supplying 
photocopied  materials  to  attorneys  and  public 
officers  throughout  the  state,  as  well  as  inter- 
library  loan  service  to  established  libraries. 

(5)  "Ready-reference"  assistance  to  the  general  public. 


1.  Mont.  Rev.  Codes  Ann.  i  44-402.   Location— board  of  trustees. 
The  state  law  library  of  the  state  of  Montana  shall  be  located  m 

the  capitol  building  at  Helena,  Montana,  and  shall  be  in  the  immediate 
custody  and  subject  to  the  control  of  a  board  of  trustees,  consisting 
of  the  chief  justice  and  the  justices  of  the  supreme  court  of  the 
state  of  Montana. 

2.  Mont.  Rev.  Codes  Ann.  §  44-403. 
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(6)  Advising  and  assisting  other  state  agencies 
in  the  evaluation  of  needs  and  acquisition  of 
law  books  for  in-house  agency  collections. 

(7)  "Public  awareness"  programs  designed  to 
bring  recently  published  legal  materials  to 
the  attention  of  attorneys  and  judges  through- 
out Montana . 

(8)  Numerous  other  general  and  specialized  ser- 
vices including  assistance  to  students  and 
members  of  the  public  who  are  not  members 
of  the  legal  profession. 

Library  technical  service  programs  encompass  all  activities  concerned 
with  selection,  acquisitions,  cataloging/classification,  and  organization 
of  all  library  materials. 

The  working  library  consists  of  approximately  55,000  volumes  — 
containing  an  estimated  3,500-4,  500  titles — plus  loose-leaf  services 
and  general  miscellany,  including  a  number  of  in-house  systems  developed 
and  maintained  within  the  library  to  facilitate  legal  research.    Approximately 
2,166  hardbound  volumes  were  added  to  the  collection  during  FY  1978, 
representing  1,061  newly  acquired  titles  and  1,105  volumes  added  as  "con- 
tinuations" to  existing  volume  sets.     In  addition,  27,005  microfiche  cards 
were  added:    25,43  8  cards  of  newly  acquired  materials  and  1,5  67  cards 
as  "continuations"  to  existing  sets. 

The  library  staff  totals  2.4  FTE's,  consisting  of  1  full-time  pro- 
fessional librarian,  1  full-time  technician,  and  .4  clerical  assistant. 
The  library  size  is  estimated  at  6,900  square  feet  and  General  Fund 
appropriations  for  the  1977-79  biennium  totaled  $257,197. 
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B.       Staffing 

Unquestionably,  the  most  urgent  problem  facing  the  State  Law 

Library — and  one  which  should  be  addressed  immediately  and  effectively — 
is  the  lack  of  a  minimum  staffing  level.     That  the  Library  has  a  severe 
shortage  of  both  professional  and  clerical  support  staff  is  not  an  item  for 

legitimate  debate  by  anyone  familiar  with  library  operations  and  ser- 
vices.     Sub-standard  staffing  levels  directly,  intensely,  and  adversely 
impact  all  areas  of  library  perforraance,  causing  a  series  of  complex  and 
inter-related  problems  which  effectively  preclude  the   desirable    level   of 
professional    library   service.      As    in   any   endeavor,    business   or 
governmental,    adequate    staff    is    essential    if   the   operation    is 
to   proceed    in   an   efficient   and   productive   manner. 

The  present  library  staff  consists  of: 

0  State  Law  Librarian  (professional) 

0  Library  Technician  (para-professional) 

0  one  1/2  FTE  clerical  (non-professional) 

0  one  potential  1/2  FTE  clerical  (non-professional) 

All  of  the  staff  are  intensely  industrious,  well-qualified  and  devoted 
to  providing  the  highest  level  library  service 

permit.     Their  dedication,  devotion  and  accomplishments  in  light  of  staff 
limitations  can  only  be  described  as  exemplary.     However,  unless  the 
staff  problem  is  immediately  and  aggressively  addressed,  the  level  of 
library  service  will  deteriorate  and  future  growth  and  development  will 
become  difficult,  if  not  impossible. 

Presently,  the  State  Law  Librarian  and  Library  Technician  are  under- 
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utilized,   spending  time  on  work  that  should  be  performed  by  less  expen- 
sive clerical  staff.     The  State  Law  Librarian,  especially,   is  forced  to 
spend  much  time  on  duties  normally  assigned  to  clerical  personnel  at 
the  expense  of  her  professional  duties. 

Matters  which  should  be  of  major  concern  to  the  Law  Librarian,  and 
which  only  she  can  properly  manage,  include  the  following: 

(a)  Establish  policies  consistent  with  the  objectives 
of  the  Library. 

(b)  Represent  the  Library  in  the  Supreme  Court  ad- 
ministrative and  planning  sessions  when  they 
concern  the  Library's  operations. 

(c)  Interview  and  select  applicants  for  staff  posi- 
tions . 

(d)  Suggest  salary  ranges  for  staff  and  evaluate 
performance. 

(e)  Prepare  job  descriptions  that  define  duties, 
responsibilities  and  requirements  of  all  posi- 
tions . 

(f)  Maintain  effective  communications  with  and 
among  all  staff  members  and  keep  them  informed 
about  policy  matters  that  affect  their  work. 

(g)  Provide  for  staff  participation  in  interpreting 
library  policies  and  services  to  library  users. 

(h)        Establish  procedures  for  all  library  operations 

essential  for  efficient  management  of  the  library. 

(i)         Institute  policies  and  assume  overall  respon- 
sibilities for  book  selection,  acquisitions,  organ- 
ization and  maintenance  of  the  Library  collection. 

(j)         Plan,  organize  and  evaluate  the  Library  services. 

(k)        Assess  and  plan  for  space  and  Library  equip- 
ment requirements . 

(1)         Prepare  and  submit  budget  requests. 

(m)       Supervise  and  direct  all  Library  services. 

(n)        Prepare  a  5  year  plan  for  Library  growth  and 
development. 

Statistics  on  staffing  guidelines  for  State  Law  Libraries  and  Supreme 

Court  Libraries  are  generally  unavailable.    The  Standards  for  Supreme 

Court  Libraries,  recently  adopted  by  the  Special  Interest  Section  on  State, 

Court  and  County  Law  Libraries  provide  little  in  the  way  of  meaningful 
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guidelines.   However,  staffing  levels  of  other  types  of  law  libraries 
with  generally  comparable  service  responsibilities  and  boo]<  collec- 
tions can  and  do  servp  as  ■"•a.lusble  guides. 

o 

A  1977  Statistical  Survey  of  Law  School  Libraries  and  Librarians  "^ 
revealed  15  libraries  with  book,  collections  comparable  in  size  to  the 
State  Law  Library  of  Montana  (50,000  —  60,000  volumes).    A  comparison 
of  the  average  staffing  level  of  the  15  surveyed  libraries  with  the  actual 
staffing  level  of  the  State  Law  Library  follows: 

1977  Staffing  Levels 


State  Law  Library 
of  Montana 

15  Surveyed  Law 
School  Libraries 
of  Comparable  Size 

Staff  Size  (FTE): 
Professional 
Non-Professione 
Total 

1 
il             1.5 
2.5 

3.76 

3.04 
6.80 

While  those  not  familiar  with  law  libraries  of  various  types  may 
argue  the  differences  between  the  goals,  objectives  and  needs  of  law 
school  libraries  as  compared  with  state  law  libraries,  this  is  to  ignore 
the  fact  there  are  many  more  similarities  than  differences  and  that  staff- 
ing standards  of  a  law  school  library  comparable  in  size  to  a  state  law 
library  will  provide  a  valuable  guide  for  establishing  legitimate  and  pro- 
ductive staffing  levels  for  state  law  libraries . 


^  72  Law  Library  Journal  318  (1978) 
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The  addition  of  the  staff  recommended  below,  plus  a  reorganization 

of  existing  duties  and  responsibilities  would:     (1)  increase  productivity 

through  better  utilization  of  valuable  staff  time;  (2)  provide  the  opportunity 

to  solve  numerous  operational    problems   heretofore   unaddressed   due    to 
a    lack   of    staff    (i.e.,    extensive    and    continuing    "weeding"    of    the 

collection    and  (3)  provide  man-power  to  meet  future  increased  demands 
for  library  service  as  the  collection  increases  and  the  scope  of  service 
expands . 

Five  new  FTE  positions  should  be  added  to  the  library  staff: 

(a)  Catalog  Librarian  (professional) 

(b)  Reference/Circulation  Librarian 

(professional) 

(c)  Bookkeeper/Secretary  (clerical) 

(d)  Acquisitions  Typist  (clerical) 

(e)  Catalog  Typist  (clerical) 

Both  the  Catalog  Librarian  and  the  Reference/Circulation  Librarian 
should  have  a  Master's  Degree  in  Librarianship  and,  hopefully,  some 
practical  experience,  although  it  need  not  be  in  a  law  library.    The  Book- 
keeper/Secretary should  have  a  sound  knowledge  of  accounting  fundamentals 
and  secretarial  skills.    The  need  for  the  Bookkeeper/Secretary  will  be  more 

fully  developed  in  the  discussion  of  the   Library's   budget   later    in   this 

report.       The   Acquisitions    Typist    and   Catalog   Typist    can   be    taught 

basic    library   operations    relative    to    their    jobs,    and    need   only 
accurate   typing   skills. 

The  organization  chart,  set  forth  below,  showing  the  recommended 
total  staff  of  8  FTE  positions  is  presented  as  an  example  only;  there  could 
be  many  variations ,    Final  staff  organization  should  be  in  the  absolute 
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discretion  of  the  State  Law  Librarian. 


State  Law  Librarian 
(Professional) 


Reference- Circulation 
Librarian  (Professional) 


1/2  Time  Filer/Shelver 
(student) 


1/2  Time  Filer/Shelver 
(student) 


Secretary/Bookkeeper 
(Clerical) 


Library  Assistant- 
Acquisitions 
(Paraprofessional) 


Acquisitions  Typist 
(Clerical) 


Catalog  Librarian 
(Professional) 

Catalog  Typist 
(Clerical) 

Appended  to  this  report  as    Appendices  A  through  E  are  (1)  Position 
Classification  Questionnaires,  and  (2)  Job  Specifications  for  each  new 
recommended  position,  as  follows: 

Appendix  A  (pp .  82    )  --  Reference/Circulation  Librarian 

Appendix  B  (pp .  94   )  —  Catalog  Librarian 

Appendix  C  (pp.  100)  ~  Bookkeeper/Secretary 

Appendix  D  (pp.  Ill)  --   Acquisitions  Typist 

Appendix  E  (pp .  125)  --   Catalog  Typist 

The  Job  Specifications  are  presented  as  brief  illustrative  summaries  of 
the  major  duties  involved  in  the  positions  recommended.    Accurate  and  detailed 
descriptions  should  be  prepared  by  the  State  Law  Librarian.      Salaries 

for  new  personnel  should   be   at   current  market    levels. 

C.      Budget 

General  fund  appropriations  for  the  library  for  the  1977-79 
biennium  were  reported  as: 
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FY 

1978 


FY 
1979 
$133,626 


$123,571 

A  comparison  of  1977-78  general  fund  appropriations  with  the  15 
law  school  libraries  of  comparable  size  (50,000  -  60,000  volumes)  appearing 
in  the  1977  Statistical  Survey  of  Law  School  Libraries  and  Librarians, 
earlier  referred  to,  reveals  the  following  profile  for  total  budgeted  funds, 
expenditures  for  books  and  subscriptions,  and  staff  size: 


1977-78  Budget  Comparisons 


State  Law  Library 

of  Montana 

Total  Budget: 

$123,473 

Books  & 

Subscriptions: 

$    85,213 

Staff  Size  (FTE): 

Professional 

1 

Non-Professional 

1.5 

TOTAL 

2.5 

15  Surveyed  Law  School 
Libraries  of  Comparable  Size 

$255,777 
$132,653 


3.76 

3.04 


6.80 


The  summary  figures  speak  for  themselves  and  need  little  elaboration, 
During  FY  1978,  the  staff  size  of  the  State  Law  Library  of  Montana  was 
4.3  FTE's  under  the  national  average  for  law  school  libraries  of  comparable 
size.     Funds  available  for  books  and  subscriptions  were  $47,440  under 
the  same  national  average  and  the  total  general  fund  appropriation  for  the 
State  Law  Library  was  less  than  one-half  the  same  average. 


^  72  Law  Library  Journal  318  (1978). 
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Annual  inflationary  increases  in  law  materials  for  the  past  6-8 
years  has  far  exceeded  the  average  rate  of  inflation.     Two  recent  national 
surveys  of  inflationary  increases  in  law  book  prices  reflect  the  following: 


Inflationary  Increases  of  Overall 

Legal  Research  Materials 

1976-77  Over  1975-76 

Survey  Average  Increase 

University  of  California  at  Davis 

Law  School^  15.4% 

Publishers  Weekly  ^  15.5% 


Any  law  library  is  basically  a  collection  of  serial  publications  which 
must  be  continuously  supplemented  and  updated    or  else  they  quickly  become 
out  of  date  and  virtually  useless  as  current  information  sources.     The 
major  portion  of  the  book  budget  of  any  law  library  is  consumed  by  these 
"continuations"  costs     (usually    in    the    70-80    percent    range)  . 

Although  the   1979-81  budget  request  to  the  Montana  Legislature 
reflects  an  increased  book  budget  request,  the  funds  required  to  maintain 
the  current  collection  (i.e.  ,    "continuations   oDsis)  are   not   known  wirh 
sufficient  certainty.     It  can,  however,  be  speculated  with  some  certainty 
that  a  projected  15-17  percent  inflation  rate  will  serverely  restrict  funds 
available  for  acquiring  new  additions  to  the  library  collection — a  fact  which 


5  71  Law  Library  Journal  195  (1978). 
^  Publishers  Weekly,  Feb.  20,   1978. 
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has  apparently  existed  for  some  time,  although  there  has  been  marked 
improvement  in  collection  development  during  the  past  several  years. 

It  should  be  emphasized  that  there  is  no  "fat"  in  the  present  library 
budget.    All  funds  currently  appropriated  for  library  use  will  be  spent  for 
the  purposes  intended.     Funds  should  not,  and  can  not,  be  transferred 
from  the  library  budget  to  serve  other  Supreme  Court  needs . 

Prior  to  the  arrival  of  the  present  State  Law  Librarian,  library  fiscal 
records  were  inadequate  to  the  point  of  being  almost  non-existent.     Those 
that  are  available  are  urureliable  for  establishing  an  accurate  cost  history 
upon  which  to  project  book  budgets  for  future  years. 

Often  administrators  outside  the  library  field  do  not  recognize  and 
appreciate  the  specialized  nature  of  accounting  records  and  reports  which 
must  be  maintained  in  order  to  insure  responsible  fiscal  control  and  manage- 
ment of  operating  budgets.     The  need  for  this  reliable  control  is  especially 
important  since  a  major  portion  of  the  budget  is  "pre-spent"  as  continuations 
costs,  and  the  balance  is  suffering  from  double-digit    inflationary    increases 
in  law  book  prices  . 

Any  law  library  administrator  must  have  daily  reliable  control  of 
library  expenditures.    Records  and  reports  designed  especially  with  library 
operations  in  mind  are  essential  if  the  administrator  is  to  responsibly 
direct  the  future  growth  and  development  of  the  library. 

Existing  fiscal  management  procedures  governing  library  operations 
need  to  be  simplified  and  streamlined.     They  are  presently  cumbersome, 
often  unreliable  due  to  human  error,  create  obstructions  to  effective  com- 
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munications,  and  are  generally  awkward. 

All  payment  papers,  both  invoices  submitted  for  payment  and 
return  records  of  payment,  are  apparently  channeled  through  the 
fiscal  officer. 
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in  the  office  of  the  State  Court  AdiTinistrator.     Periodic  sunmary  reports  fror 
the  State  Accounting  Office  are  presumably  likewise  sent  to  the  library 
via  the  fiscal  officer. 

Fiscal  control  could  be  substantially  enhanced  by  establishing  a 
direct  line  of  communication  between  the  library  and  the  state  office 
charged  with  issuing  vendor  warrants.     There  should  be  no  intermediary. 

Furthernore,   as  reccrrended  earlier  in  tlie  report,   a  booldceeper , 
doubling  as  a  badly  needed  secretary',   should  be  hired  to  establish  internal 

control  bookkeeping  systems  which  will  provide  the  head  librarian  with 
the  daily  information  essential  for  effective  administration,  and  to  verify 
the  accuracy  of  periodic  reports  received  from  the  Central  State  Accounting 
office.    On  numerous  occasions,  mistakes  made  due  to  poor  communica- 
tions or  incorrect  recording  by  outside  offices    of  coded  invoices  submitted 
for  payment  have  created  costly  mistakes  —  both  in  money  and  staff  time. 
Priority  consideration  should  be  given  to: 

(1)  Simplifying  the  fiscal  payment  and  reporting 
system  for  the  library  by  establishing  a  direct 
line  of  authority  and  communication  between 
the  law  library  and  the  state  accounting  office 
or  state  treasurer  for  processing  all  payment 
papers  and  records . 

(2)  Establishing  the  position  of  bookkeeper/ 
secretary  to  perform  those  types  of  duties 
generally  described  in  Appendix  C,  assuring 
the  integrity  and  utility  of  library  accounting 
records  and  reports.   An  item  of  first  priority 
would  be  to  thoroughly  review  all  invoice  pay- 
ments for  the  past    2-3  years,  and  establish 

a  reliable  historical  base  of  "continuations 
costs" . 
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D.  Physical  Facilities 

The  Montana  State  capitol  is  a  beautiful  and  gracious  one,  offering 
a  pleasant  work  atmosphere  for  both  staff  and  visitors.     Nevertheless, 
its  design  makes  it  an  unusually  difficult  one  for  library  administration. 
The  library  proper  is  on  one  floor  with  a   main  reading  room  v/ith  access 
three  sides.     There  is  no  possiblity  of  a  main  reading  room  with  access 
to  all  needed  materials.     Such  a  situation  is  not  uncommon  where  a  library 
is  inserted  into  a  building  designed  with  other  purposes  predominantly  in 
mind.    While  this  is  to  be  lamented,  little  can  be  done  within  reason  to 
modify  the  building;  its  limitations  must  be  accepted.     The  solution  lies  in 
a  new  building  architecturally  designed  so  as  to  more  specifically  accom- 
modate library  needs,  both  present  and  future.     Full  participation  by  the 
State  Law  Librarian  at  the  earliest  planning  stage  and  continuing  through 
the  entire  construction  period,  is  absolutely  essential. 

Presently,  the  library  staff  is  working  within  space  limitations  totally 
inadequate  to  meet  minimum  needs.     Staff  efficiency  and  productivity 
suffers  accordingly.     The  necessity  for  increased  staff  will  acutely  com- 
pound the  problem  unless  additional  work  space  can  be  found. 

As  a  general  rule,   130  square  feet  is  the  minimum  recommended  for 
each  worker  in  reference  and  circulation.    Approximately  150  square  feet 
is  needed  for  each  person  in  technical  services,  since  these  activities 
need  more  room  for  books  being  processed  and  for  records  stored. 

The  only  additional  work  space  available  for  library  staff  use  are  the 
two  small  offices  located  at  the  far  end  of  the  main  reading  room--one 
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E.      Library    Collection 

The  existing  collection  contains  approximately  55,000  volumes 

composed  primarily  of  court  reports ,   statutes,  periodicals,   state  legisla- 
tive materials,  federal  administrative  agency  reports  and  decisions, 
treatises    and    related    search    tools    (i.e.,    indexes,    citators, 
digests,  encyclopedias) .     VJithin  the  state,   the  collection  is  second  in  size 
only  to  the  University  of  riontana  Law  Library. 

The  library  has  an  excellent  collection  base  from  which  to  further 
develop.     The  survey  revealed  the  strongest  section  of  the  collection  to 
be  in  the  legal  and  law  related  periodicals  area,  while  the  portion  requiring 
the  most  attention  is  the  text  and  treatise  area.     The  present  holdings 
are  not  to  be  criticized.     Problems  that   exist  are  those  of  completeness, 
not  quality. 

1.     Court  Reports:     The  library  has  one  set  of  the  National  Reporter 
System,  which  is  its  sole  source  of  case  law  from  other  states  and  federal 
courts,  except  the  U.S.  Supreme  Court.     The  official  court  reports  of  other 
states  published  prior  to  the  National  Reporter  System  have  been  wisely 
retained.    Current  volumes  of  court  reports  frcm  other  states  are  part  of 
the  excellent  exchange  program  of  the  library;  however,  due  to  space  limi- 
tations, the  exchange  volumes  received  are  mailed  directly  to  the  University 
of  Montana  Law  Library. 

The  collection  should  have  second  copies  of  selected  regional  reporters, 
especially  the  Pacific  Reporter.    Also,  at  such  time  as  a  new  building  is 
constructed,  or  other  space  becomes  available,  the  return  of  the  official 
state  reports  should  be  requested  from  the  University  Law  Library. 
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presently  used  by  the  library  for  technical  services  functions,  and  the 
other  housing  two  law  clerks.    Although  space  for  all  court  functions  is 
at  a  premium,  these  two  offices  are  the  only  areas  available  for  additional 
staff  work  space.    Both  offices  should  be  dedicated  to  library  operations 
especially  since  both  are  located  within  the  library  proper.    While  law 
clerks  could  be  located  elsewhere  in  the  building  from  the  standpoint  of 
their  duties  and  responsibilities,   it  would  be  poor  space  management  to 
consider  library  work  space  significantly  removed  from  the  library. 

The  library  collection  should  be  severely  "weeded"  to  remove  obso- 
lete and  little-used  materials  from  the  main  collection,  thus  freeing 
valuable  shelf  space  for    expansion  and  development  of  a  more  viable 
collection.    Presently,  littlenised  materials  are  occupying  valuable  shelf 
space;  however,  this  can  be  done  only  by  the  head  librarian  who,  to  date, 
has  been  unable  to  do  so  due  to  inadequate  manpower.     Substantial  addi- 
tional space  in  the  main  library  could  be  made  by  a  complete  and  severe 
"weeding".     Little-used,  but  needed,  materials     should  be  housed  on 
inexpensive  wooden  storage  shelves  constructed  in  one  of  the  basement 
storage  areas  presently  being  used  by  the  library.    Storage  boxes  should 
be  avoided,   if  possible,   since  the  books  then  becone  virtually 
inaccessible . 
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states 

Arizona  Citations 
California  Citations 
Idaho  Citations 
Illinois  Citations 
Montana  Citations 
North  Dakota  Citations 
Oregon  Citations 
South  Dakota  Citations 
Washington  Citations 
Wyoming  Citations 

Miscellaneous 

Federal  Labor  Law  Citations 

Federal  Law  Citations  in  Selected  Law  Review 

Citations 
Law  Review  Citations 
Restatement  of  the  Law  Citations 

Few  meaningful  additions  could  be  recommended  to  this  list  since: 

(1)  The  annotated  state  codes  currently  received 
serve,  to  a  considerable  extent,  as  state  citators 
for  statutory  interpretation. 

(2)  Shepard's  Citators  are  complete  for  the  National 
Reporter  System—which  is  virtually  the  only  library 
source  for  out-of-state  cases. 

(3)  Cases  predating  the  rational  Reporter  Sy stein  are 
\ased  so  infrequently  that  expenditures  for  state  citators 
to  cover  this  emission  would  be  unwise.     Such  information 
could  quickly  be  obtained  from  other  libraries  vrfien  required. 


(4)  The  "miscellaneous"  citators  are  those  which  any 
State  Law  Library  should  have,  however  Administrative 
Law  Citations  should  be  purchased. 

At  such  time  as  the  library  re-establishes  its  collection  of  state 
reports,   the  Citator  collection  should  be  re-evaluated  with  a  view  to 
increaseing  the  number  of  state  citator.s.     Prior  to  that  time,  any 
substantial   expansion  of  state  '-itators  would  appear  unwise. 
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4.     T.eaal  and  Law  Related  Periodicals:    The  collection  of  legal 
and  law  related  periodicals  is  of  extremely  high  quality.     Considerable 
knowledge  and  Insight  has  been  exercised  in  their  selection.     None  of 
the  titles  are  to  be  criticized  as  being  Inappropriate  for  a  State  Law  Library. 

The  162  periodicals  currently  being  received  are  as  follows: 


Administrative  Law  Review 

Alabama  Law  Review 

Albany  Law  Review 

ALI-ABA  Course  Materials  Journal 

American  Bar  Association  Journal 

American  Bar  Foundation  Journal 

American  Criminal  Law  Review 

American  Indian  Law  Review 

American  University  Law  Review 

Arizona  Law  Review 

Arkansas  Law  Review 

Banking  Law  Journal 

Baylor  Law  Review 

Boston  College  Law  Review 

Boston  University  Law  Review 

Brlgham  Young  University  Law 

Review 
Brooklyn  Law  Review 
Business  Lawyer 
California  Law  Review 
California  Western  Law  Review 
Case  &  Comment 
Case  Western  Reserve  Law 

Review 
Chicago-Kent  Law  Review 
Civil  Liberties  Review 
Cleveland  State  Law  Review 
Columbia  Human  Rights  Law 

Review 
Columbia  Journal  of  Environmental 

Law 
Columbia  Journal  of  Law  and 

Social  Problems 
Columbia  Law  Review 
Commercial  Law  Review 
Connecticut  Law  Review 


Cornell  Law  Review 
Corporate  Practice  Commentator 
Creighton  Law  Review 
Crime  and  Delinquency 
Criminal  Justice  Journal 
Criminal  Law  Bulletin 
Criminal  Law  Quarterly 
Current  Municipal  Problems 
Defense  Law  Journal 
Dickinson  Law  Review 
Duke  Law  Journal 
Duquesne  Law  Review 
Ecology  Law  Quarterly 
Emory  Law  Journal 
Environmental  Affairs 
Environmental  Law 
Environmental  Law  Review 
(annual) 

Family  Law  Quarterly 

Federal  Bar  Journal 

Federal  Probation 

Florida  State  University 
Law  Review 

Fordham  Law  Review 

Georgetown  Law  Journal 

George  Washington  Law 
Review 

Georgia  Law  Review 

Golden  Gate  University 
Law  Review 

Gonzaga  Law  Review 

Harvard  Environmental  Law 
Review  (annual) 

Harvard  Journal  on  Legislation 

Harvard  Law  Review 

Hastings  Constitutional  Quarterly 
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Hastings  Law  Journal 
Hofstra  Law  Review 
Houston  Law  Review 
Human  Rights 
Idaho  Law  Review 
Indiana  Law  Review 

Insurance  Counsel  Journal 

Iowa  Law  Review 

John  Marshall  Journal  of  Practice 

and  Procedure 
Journal  of  Law  and  Economics 
Judicature 

Kentucky  Law  Journal 
Labor  Law  Journal 
Law  and  Contemporary  Problems 
Lawyer's  Medical  Journal 
Louisiana  Law  Review 
Loyola  Law  Review 
Loyola  of  Los  Angeles  Law 

Review 
Loyola  University  of  Chicago 

Law  Journal 
Maine  Law  Review 
Marquette  Law  Review 
Maryland  Law  Review 
Massachusetts  Law  Review 
Medical  Trial  Technique 

Quarterly 
Michigan  Law  Review 
Minnesota  Law  Review 
Montana  Law  Review 
Natural  Resources  Journal 
Natural  Resources  Lawyer 
Nebraska  Law  Review 
New  England  Journal  on  Prison 

Law 
New  England  Law  Review 
New  Mexico  Law  Review 
New  York  University:    Conference 

on  Labor  (looseleaf) 
New  York  University:    Institute 

on  Fedaral  Taxation  (looseleaf) 
New  York  University:    Institute 

on  Securities  Law  and 

Regulations  (looseleaf) 


New  York  University  Law  Review 
North  Carolina  Law  Review 
North  Dakota  Law  Review 
Northwestern  University  Law 

Review 
Notre  Dame  Lawyer 
Ohio  State  Law  Journal 
Oil  &  Gas  Law  and  Taxation, 

Institute  on  (annual) 
Oklahoma  Law  Review 
Oregon  Law  Review 
Osgoode  Hall  Law  School  Journal 
Pacific  Law  Journal 
Pepperdine  Law  Review 
Practical  Lawyer 
Public  Land  &  Resources  Law 

Digest 
Rutgers  Journal  of  Computers 

and  the  Law 
Rutgers  Law  Review 
St.  John's  Law  Review 
St.  Mary's  Law  Journal 
San  Diego  Law  Review 
San  Fernando  Valley  Law  Review 
Seton  Hall  Law  Review 
South  Carolina  Law  Review 
Southern  California  Law  Review 
Southwestern  Law  Journal 
Stanford  Law  Review 
State  and  County  Administrator 
State  Court  Journal 
Supreme  Court  Review  (annual) 
Syracuse  Law  Review 
Taxes 

Temple  Law  Quarterly 
Tennessee  Law  Review 
Texas  Law  Review 
UCLA  Law  Review 
UCLA  -  Alaska  Law  Review 
University  of  Chicago  Law 

Review 
University  of  Colorado  Law 

Review 
University  of  Dayton  Law  Review 
University  of  Florida  Law  Review 
University  of  Kansas  Law  Review 
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University  of  Pennsylvania  Law  Washington  and  Lee  Law- 
Review  Review 

University  of  San  Francisco  Washington  Law  Review 

Law  Review  Washington  University  Law 
Utah  Law  Review  Quarterly 

Vanderbilt  Law  Review  Wayne  Law  Review 

Vermont  Law  Review  West  Virginia  Law  Review 

Villanova  Law  Review  Willamette  Law  Journal 

Virginia  Law  Review  William  and  Mary  Law  Review 

Wake  Forest  Law  Review  Wisconsin  Law  Review 

Washburn  Law  Journal  Yale  Law  Journal 

The  library  is  receiving  3  8  percent  of  the  some  425  titles  currently 
indexed  in  the  Index  to  Legal  Periodicals.     The  Librarian    reports  that  the 
number  of  periodicals  received  are  to  be  increased  to  a  minimum  of  200-- 
that  number  required  by  the  American  Association  of  Law  Schools  for  law 
school  libraries . 

It  is  generally  agreed  that  legal  periodicals  are  an  invaluable  source 
for  keeping  current  on  recent  legal  developments  and  often  provide  some 
of  the  most  in-depth  analysis  and  analyses  and  appraisals  of  legal  concepts. 

The  periodical  collection  reflects  the  appropriate  degree  of  impor- 
tance attributed  to  it  by  the  Librarian  and  the  dedicated  efforts  made  in 
its  development. 

Given  a  limited  book  budget,  any  future  additions  should  be  current 
subscriptions  to  numerous  additional  titles  rather  than  long  back  runs 
of  a  few.    Sources  valuable  as  guidelines  for  additions  would  be: 

(1)  Index  to  Legal  Periodicals 

(2)  Shepard's  Law  Review  Citations 

(3)  Index  to  Periodical  Articles  Related  to  Law 

(4)  Periodicals  listed  in  an  article  by  Cameron 
Allen,   "Duplicate  Holding  Practices  of 
Approved  American  Law  School  Libraries .  " 
62  Law  Library  Journal  191  (1969). 
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Appropriate  indexes  are,  of  course,  indespensible  for  the  effective 
use  of  a  periodical  collection.     In  addition  to  the  Index  to  Legal  Periodicals, 
the  library  should  consider  additional  indexes,  even  if  many  of  the  titles 
indexed  are  not  presently  in  the  library  collection.     The  additional  indexes 
would  provide  references  to  valuable  material  which  could  be  easily 
obtained  from  the  State  Library  of  Montana,  the  University  of  Montana 
or  numerous  other  libraries. 

The  library  should  consider  adding  the  following  to  the  collection: 

(1)  Index  to  Periodical  Articles  Related 

to  Law 

(2)  Current  Index  to  Legal  Periodicals 

(University  of  Washington) 

There  would  be  little  need  for  such  indexes  as: 

(1)  Index  to  Canadian  Legal  Periodical 

Literature 

(2)  Index  to  Foreign  Legal  Periodicals 

(3)  Current  Legal  Bibliography  (Harvard) 

5.     Looseleaf  Services:      Looseleaf  services  are  indispensible  in 
any  law  library  requiring  quick,  complete  and  extremely  current  information 
on  specialized  legal  topics.     These  services  are  invariably  expensive, 
but  provide  information  otherwise  unavailable  with  the  scope  and  current- 
ness  required. 

Presently  the  State  Law  Library  subscribes  to  the  following  services: 

BNA 
Criminal  Law  Reporter 
Environment  Reporter 
Family  Law  Reporter 
Government  Employee  Relations  Reporter 
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BNA  (continued) 
Labor  Relations  Reporter 
Product  Safety  and  Liability  Reporter 
U.S.  Law  Week 

Commerce  Clearing  House 
Congressional  Index 
Consumer  Credit  Guide 
Energy  Management 
Equal  Opportunity  in  Housing 
Poverty  Law  Reporter 
Secured  Transactions  Guide 

Matthew- Bender 
Business  Organizations 
Federal  Power  Service 

Prentice- Hall,   Inc. 
Federal  Taxes 

Miscellaneous 


Environmental  Law  Reporter  (ELI) 
Indian  Law  Reporter 

The  current  looseleaf  service  collection  is  a  minimom  one.     Attention  should 
be  given  to  selectively  expanding  the  scope  of  this  collection,  especially 

as  service  to  the  bar  and  government. 

The  following  list  is  suggested  as  a  guide  only    of  those  types  of 

services  found  useful  in  State  Law  Libraries.     Final  determination  of  which 

services  will  be  purchased  must  be  the  decision  of  the  Slate  Law  Librarian: 

ABA 
Mental  Disability  Reporter 

BNA 
Occupational  Safety  and  Health  Act  Reporter 

Commerce  Clearing  House 
Automobile  Law  Reporter 
Bankruptcy  Law  Reporter 
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Commerce  Clearing  House  (continued) 
Corporation  Law  Guide 
Employment  Practice  Guide 
Labor  Law  Journal 
Labor  Law  Reporter 
Medicare  and  Medicaid  Guide 
Pension  Plan  Guide 
Pollution  Control  Guide 
Products  Liability  Reporter 
Public  Employee  Bargaining 
Supreme  Court  Bulletin 
Trade  Regulation  Reporter 
Unemployment  Insurance  Reporter 
Urban  Affairs  Reporter 
Workmen's  Compensation  Law  Reporter 

Prentice-Hall,   Inc. 
Corporation  Law  Service 
Estate  Planning — Wills  &  Trusts 
Public  Personnel  Administration 

6.     English  and  Canadian  Materials:      The  library  has  an  outstanding, 
and  valuable,  collection  of  older  English  and  Canadian  primary  materials. 
Subscriptions  to  the  materials  were  cancelled  some  years  ago  due  to  space 
and  budget  limitations .     Much  of  the  material  was  donated  to  the  Univer- 
sity of  Montana  Law  Library.     This  decision    provides  reasonable 
access  to  these  materials,  while  freeing  monies  and  space  for  urgent 
State  Law  Library  purposes. 

Much  of  this  material  is  in  mint  condition.    Some  is  in  boxed  storage 
in  the  basement  and  some  remains  on  library  shelves.     These  should  be 
removed  as  part  of  the   recanmended  "weeding"  process.     Careful 
consideration,   and  expert  advice,   should  be  obtained  as  to  the  future  of 
these  materials.    Much  of  this  material  can  be  sold  for  exchange  credit 
with  new  and  used  book  publishers.     Credit  is  preferrable  to  cash,  as  the 
money  is  then  available  for  library  purposes.     Under  no  circumstances  should 
sale  of  these  materials  mean  that  less  money  need  be  appropriated  in  the 

regular  library  biennial  budget. 
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7.     Treatises  and  Texts:     The  survey  revealed  the  treatise  collection 
to  be  in  need  of  the  greatest  attention.     The  problem  is  one  of  quantity 
and  scope,  not  quality.     The  titles  presently  contained  in  the  collection 
are  the  accepted  standard  works  and  are  not  to  be  criticized. 

However,  efforts  should  be  made  to  broaden  the  scope  and  depth 
of  subject  coverage,  particularly  in  areas  of  law  which  have  developed 
in  the  last  ten  to  fifteen  years.     Particular  attention  should  be  paid  to  such 
areas  as  civil  rights,  land  use  and  planning,  energy,  environmental  rights 
and  remedies,  class  actions,  products  liability  and  administrative  law. 

The  acquisitions  and  book  selection  process  is  discussed  elsewhere 
and  need  not  be  duplicated  here. 

While  the  State  Law  Librarian  is  the  only  person  qualified  to  determine 
the  proper  direction  for  collection  development,  the  following  titles  are 
generally  recognized  as  being  sufficiently  authorative  as  to  serve  as  a 
reasonable  guide  and  standard  for  State  Law  Libraries . 

Ihe  list  is  not  definitive,  nor  is  it  intended  tx)  be.     Neither 
is  it  suggested  that  all  titles  listed  wd  uld  be  proper  acquisitions  for  the 
State  Law  Library  of  Montana.     The  listing,  however,  has  value  as  a  guide 
and  a  fundamentally  basic  working  standard  for  measuring  the  existing 
collection: 

ACCOUNTING 

American  Institute  of  Certified  Public  Accountants .    APB 

Accounting  Principles .     Chicago:    CCH,   1968-     .     2  v. 

American  Institute  of  Certified  Public  Accountants .    Account- 
ing Research  Division.     Inventory  of  Generally  Accepted 
Accounting  Principles  for  Business  Enterprises.     New 
York:    1965. 
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ACCOUNTING  (continued) 

Paris,   E.  McGruder,  Jr.     Accounting  for  Lawyers .     3ded. 
Indianapolis:    Bobbs-Merril,   1975.    Pp.  690. 

Ferst,  Barton  E.  ,  and  Stanley  D.   Ferst.     Basic  Accounting 

for  Lawyers .     3ded.     Philadelphia:    ALI-ABA,   1976.    Pp. 
176. 

Sellin,  Henry.     Attorney's  Handbook  of  Accounting.     New 
York:    Matthew  Bender,   1971-         .     (looseleaf) 

ADMINISTRATIVE  LAW 

ABA    Section  of  Administrative  Law.    National  Institute. 
Federal  Agency  Practice^  Practice  Materials  (and)  Pro- 
ceedings.   Washington,   1967. 

Cooper,  Frank  E.    State  Administative  Law.     Indianapolis: 
Bobbs-Merrill,   1965.     2  v. 

Davis  ,  Kenneth  Culp .     Administrative  I^w  Treatise.     St. 
Paul:    West,   1958.     4v. 

Davis,  Kenneth  Culp.     Administrative  Law  Treatise.     1970 
supplement.    St.  Paul:    West,   1971.    Pp.   1154. 

Davis,  Kenneth  Culp.     Administrative  Law  of  the  Seventies. 
Rochester:    Lawyers  Co-op .  ,   1976.    Pp.  753. 

U.  S.  Congress.    Senate.     Committee  on  the  Judiciary.     The 
Freedom  of  Information  Act.    Washington:    GPO ,   1968. 
Pp.  252. 

U.S.     Dept.  of  Justice.     Attorney  Gen^r^l's  Manual  on  the 
Administrative  Procedure  Act.    Washington,   1947. 


AGENCY 

Mechem,  Floyd  R.     A  Treatise  on  the  Taw  of  Agency.  .  .     2d  ed 
Chicago:    Callaghan,   1914.     2  v. 

Seavey,  Warren  A.     Handbook  of  the  Taw  of  Agency.    St. 
Paul:    West,   1963.    Pp.  329. 
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AUTOMOBILES 

Blashfleld  Automobile  Law  and  Practice.     3d  ed.    St.  Paul: 
West,   1965-1970.     17  v. 

Erwin,  Richard  E.  ,  et  al.     Defense  of  Drunk  Driving  Cases: 
Criminal-Civil.     3ded.     New  York:    Matthew  Bender, 
1974-         .     2  V.    (looseleaf) 

Schwartz,  Louis  E.    Trial  of  Automobile  Accident  Cases  .  .  . 
New  York:    Matthew  Bender,   1958-         .     6  v.   (looseleaf) 


AVIATION  LAW 

Kreindler,  Lee  S .    Aviation  Accident  I^w.     New  York:    Matthew 
Bender,   1963-         .     2  v. 


BANKRUPTCY 

Bankruptcy  Act  and  Rules  with  Explanatory  Comment  on  Impor- 
tant Amendments.     New  York:    Matthew  Bender,   1976. 
2  V. 

Bankruptcy  Law  Reporter.     Chicago:    Commerce  Clearing  House, 
1952-         .     2  V.    (looseleaf) 

Collier  Bankruptcy  Cases.     New  York:    Matthew  Bender ,   1974- 
10  V.   in  11. 

Collier  on  Bankruptcy.     14th  ed.     New  York:    Matthew  Bender . 
15  V.  in  22.     (looseleaf) 

Cowans,  Daniel  R.     Bankruptcy  Law  and  Practice  with  Forms. 
St.  Paul:    West,   1963.     2  v. 

Herzog,  Asa  S.  ,  Lowe,  Sheldon  and  Joel  B.  Zweibel.     Herzoq's 
Bankruptcy  Forms  and  Practice.     5th  ed.     New  York: 
Clark  Boardman,   1974-        .     2  v.    (looseleaf) 

MacLachlan,  James  Angell.     Handbook  of  the  Law  of  Bank- 
ruptcy.   St.  Paul:    West,   1956.     Pp.  500. 
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BANKS  AND  BANKING 

Clark,  Barkley,  and  Alphonse  M.  Squillante.     The  Law  of 
Bank  Deposits.  Collections  and  Credit  Cards.     Boston: 
Warren,  Gorham  &  Lamont,   1970.     Pp.  234. 

Michie  on  Banks  and  Banking.     Permanent  ed.    Charlottsville: 
Michie.     9  v.  in  11. 

BUSINESS  ORGANIZATIONS 

Cavitch,  Zolman.     Business  Organizations  with  Tax  Planning. 
New  York:    Matthew  Bender,   1963-       .     10  v.  inU. 

Glickman,  Gladys.     Franchising.     New  York:    Matthew  Bender, 
1976.     2  V.    (looseleaf) 

Webster,  George  D.     The  Law  of  Associations:    An  Operating 
Legal  Manual  for  Executives  and  Counsel.     New  York: 
Matthew  Bender,   1975-        .     (looseleaf) 

CLASS  ACTIONS 

Newberg,   Herbert  B.     Newberg  on  Class  Actions.     1977  ed. 
Colorado  Springs:    Shepard's  Citations  .     6  v. 

COMMERCUVL  LAW 

American  Law  Institute.     Federal  Securities  Code.     Ten.  draft 
no.  3.     Pp.  240. 

Practising  Law  Institute.     Enforcement  and  Litigation  Under 
the  Federal  Securities  Laws.     NewYork,   1975.     2  v. 

COMPUTER  LAW 

Bigelow,  Robert  P.     Computer  Law  Service.     Chicago:    Callaghan, 
1972-        .       8  vols.  plus. 

CONFLICTS  OF  LAW 

Ehrenzweig,  Albert  A.    A  Treatise  on  the  Conflict  of  L^ws .    St. 
Paul:    West,   1962.     Pp.  824. 

Leflar,  Robert.    American  Conflicts  Law.     2d  ed.    Charlottes- 
ville:   Michie,   1978.     Pp.   688. 
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CONSTITUTIONAL  LAW 

Antieu,  Chester  James  .     Modern  Constitutional  Law.    San 
Francisco:    Bancroft-Whitney,   1969-         .     2  v. 

U.  S.  Constitution.    The  Constitution  of  the  U.  S.  of  America: 
Analysis  and  Interpretation.     Rev.  ed.    Washington: 
GPO,    1973.     Pp.   1961. 

CONSUMER  PROTECTION 

Clontz,  Ralph  C,   Jr.     Truth- in- Lending  Manual.     4th  ed. 
Boston:    Warren,  Gorham  &  Lament.     2  v.    (looseleaf) 

Truth  in  Lending.     Brighton,  Mass.:    National  Consumer  Law 
Center,   1971-         .     (looseleaf) 

CONTRACTS 

Corbin,  Arthur  Linton.     Corbin  on  Contracts;    A  Comprehensive 
Treatise  on  the  Rules  of  Contract  Law.     St.  Paul:    West, 
1951.     8  V.   in  12. 

Williston,  Samuel.    A  Treatise  on  the  Law  of  Contract.     3d 
ed.    Rochester:    Lawyers  Co-op.  ,   1957-1976.     16  v. 

CORPORATIONS 

Fletcher,  William  Meade.     Cyclopedia  of  the  Law  of  Private 
Corporations .     Mundeleln,   111.:    Callaghan,   1931-1959. 
20  V.  in  26. 

Fletcher,  William  Meade.     Corporation  Forms  Annotated.     4th 
ed.     Chicago:    Callaghan,   1972-        .     8v. 

Henn,  Harry  G.  Handbook  of  the  Law  of  Corporations  and 
Other  Business  Enterprises.  2d  ed.  St.  Paul:  West, 
1970. 

Joint  Committee  on  Continuing  Legal  Education.    ALI-ABA. 
Lawyer's  Basic  Corporate  Practice  Manual.     1971.     1  v . 
(looseleaf) 

Knepper,  William  E.     Liability  of  Corporate  Officers  and 
Directors .     2ded.     Indianapolis:    Allen  Smith,   1973, 
Pp.  600. 
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CORPORATIONS  (continued) 

O'Neal,   F.  Hodge.     Close  Corpcf  ations:    Law  and  Practice. 
2d  ed.    Chicago:    Callaghan,    1970-        .     2  v.     (looseleaf) 

Painter,  William  H.     Corporate  and  Tax  Aspects  of  Closely  Held 
Corporations.     Boston:    Little,  Brown,   1971.     Pp.  520. 

Wolf,  Mortons.     Fletcher  Corporation  Forms  Annotated.     4th 
ed .     Chicago:    Callaghan  &  Co.,   1972-  .     5  v.  in 

10. 

CRIMINAL  LAW  AND  PRACTICE 

Bailey,  F.  Lee  and  Henry  B.  Rothblatt.  Complete  Manual  of 
Criminal  Forms.  Federal  and  State.  2d  ed .  Rochester: 
Lawyers  Co-op.,   1971.     2  v. 

Bailey,  F.  Lee  and  Henry  B.  Rothblatt.  Handling  Narcotic 
and  Drug  Cases .  Rochester:  Lawyers  Co-op.,  1972. 
Pp.  549. 

Bailey,   F.  Lee  and  Henry  B.  Rothblatt.     Investigation  and  Pre- 
paration of  Criminal  Cases,   Federal  and  State.     Rochester: 
Lawyers  Co-op.,   1970.     Pp.  552. 

Bernheim,   David.     Defense  of  Narcotics  Cases.     New  York: 
Matthew  Bender,   1972-        .     (looseleaf). 

Cook,   Joseph  G.     Constitutional  Rights  of  the  Accused:    Pre- 
Trial  Rights  .     Rochester:    Lawyers  Co-op .  ,   1972.     Pp. 
572. 

Cook,  Joseph  G.     Constitutional  Rights  of  the  Accused:    Post- 
Trial  Rights .    Rochester:    Lawyers  Co-op.,   1976.     Pp. 
471. 

The  Criminal  Law  1976.  Chicago:  L  E.  Publishers,  1967- 
(looseleaf) 

Hoffman,  Hillel.     Prisoners'  Rights:    Treatment  of  Prisoners  and 
Post-Conviction  Remedies.    Cases  and  Materials.     New 
York:    Matthew  Bender,   1976.     (looseleaf) 

La  Fave,  Wayne  R.  ,  andAustin  W.  Scott,  Jr.     Handbook  on 
Criminal  Law.    St.  Paul:    West,   1972.     Pp.  763. 
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CRIMINAL  lAW  AND  PRACTICE  (continued) 

Law  and  Tactics  in  Juvenile  Cases.  2d  ed .  St.  Louis:  National 
Juvenile  Law  Center,   1974.     (looseleaf) 

Matthews,  Paul  C.  How  to  Try  a  Federal  Criminal  Case:  Includ- 
ing Forms  and  Federal  Rules  of  Criminal  Procedure.  Buffalo: 
Dennis  &  Co  .,   1960  .     2  v. 

Morosco,  B.  Anthony.     The  Prosecution  and  Defense  of  Sex 

Crimes.     New  York:    Matthew  Bender,   1976.     1  v.   (looseleaf) 

Orfield,  Lester  B.     Criminal  Procedure  under  the  Federal  Rules . 
Rochester:    Lawyers  Co-op .  ,   1966-1967.     6  v.  in  7. 

Perkins ,  Rollin  M .  Criminal  Law.  2ded.  Mineola:  Foundation 
Press,   1969.     Pp.   1115. 

Torcia,  Charles  E.    Wharton's  Criminal  Procedure.     12th  ed . 
Rochester:    Lawyers  Co-op .  ,   1974-1976.     4  v. 

Underhill,  Harry.    A  Treatise  on  the  Law  of  Criminal  Evidence. 
5th  ed.     Indianapolis:    ^obbs- Merrill,   1956.     3  v. 

Underhill,  Harry.  Underhill's  Criminal  Evidence:  A  Treatise 
on  the  Law  of  Criminal  Evidence.  6th  ed .  Indianapolis: 
Bobbs-Merrill,   1973-         .      3  v. 

EMINENT  DOMAIN 

Nichols'  The  Law  of  Eminent  Domain.     3ded.     New  York: 
Matthew  Bender,   1956-1973.     6  v.  in  13  (looseleaf) 

Orgel,  Lewis.    Valuation  Under  the  Law  of  Eminent  Domain. 
2d  ed.    Charlottesville:    Michie,   1953.     2  v. 

ENTERTAINMENT 

Lindey,  Alexander.     Entertainment,  Publishing  and  the  Arts. 

Agreements  and  the  Law.     Books,  Magazines,  Newspapers, 
Plays,  Motion  Pictures,  Radio  and  Television,  Music 
Phonograph  Records ,  Art  Work,  Photographs,  Advertising  and 
Publicity,  and  Commercial  Exploitation.     New  York:    Clark 
Boardman,   1963-         .     2  v. 
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ENVIRONMENTAL  LAW 

Federal  Environmental  Law.    St.  Paul:    West,   1974.    Pp.   1600. 

Management  and  Control  of  Growth:  Issnps  ,  Techniques,  Pro- 
blems. Trends.  Washington:  Urban  Land  Institute,  1975. 
3  V. 

Williams,  Norman,  Jr.  American  Planning  Law.  Land  Use  and 
the  Police  Power.     Chicago:    Callaghan,   1975.     5  v. 

Yannacone,  Victor  J.,  Cohen,  Bernard  S.,  and  Steven  G.  Davison, 
Fnvironmenta.i  T^ights  and  Remedies.  Rochester:  Lawyers  Co- 
op. ,   1972.     2   V. 

EQUITY 

DeFuniak,  William  Q.     Handbook  of  Modern  Equity.     2d  ed . 
Englewood  Cliffs,  N.J.:    Prentice-Hall,   1956.    Pp.  269. 

McClintock,  Henry  L.     Handbook  on  the  Principles  of  Eguity. 
2d  ed.     St.  Paul:    West,   1948.     Pp.   643. 

ESTATE  PLANNING  AND  ADMINISTRATION 

Bowe,  William  J.     Estate  Planning  and  Taxation.     Buffalo: 
Dennis,   1957.     2  v. 

Casner,  A.  James.     Fstate  Planning.     3ded.     Boston:    Little, 
Brown,   1961.    Pp.   1597. 

Casner,  A.  James.    Fstate  Planning .    3d  ed .  Lawyer's  ed. 
Boston:    Little,  Brown,    1961.     2  v. 

ETHICS 

A.  B.  A.  Committee  on  Professional  Ethics  and  Grievances. 
Opinions  of  the  Committee  on  Professional  Ethics  and 
Grievances .  .  . 

Wise.  Raymond.    Legal  Ethics.     2ded.     New  York:    Matthew 
Bender,   1970.     Pp.  505. 

EVIDENCE 

Conrad,  Edwin  C.     Modern  Trial  Evidence.    St.  Paul:    West, 
1956.    2  V. 
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EVIDENCE  (continued) 

Card,  Spencer  A.     T""^s  on  Evidence,  Civil  and  Criminal.     6th 
ed.    Rochester:    Lawyers  Co-op.  ,   1972 .     4  v. 

Houts,   Marshall.     Photographic  Misrepresentation.     New  York: 
Matthew  Bender,   1969  (looseleaf) 

Houts,  Marshall,  and  Leonard  Marmor.     ProvTnq  Medical  Diag- 
nnc;is  and  Prognosis.     New  York:    Matthew  Bender,      -197b. 
6  V.  in  11 . 

Jones,   BurrW.     The  Law  of  Evidence.  Civil  and  Criminal.     6th 
e'd.    San  Francisco:    Bancroft- Whitney,   1971.     4  v. 

Lewis,   Melvin  B.,  and  Barry  M .  Lewis.     Federal  Rules  of 
Evidence.    Springfield:    IICLE,   1975.     Iv.   (looseleaf) 

Mccormick's  Handbook  of  the  I^w  of  Evidence.    2d  ed.    St. 
Paul:    West,   1972.     Pp.  938. 

Moenssens,  Andre  A.,  Moses,  Ray  Edward,  and  Fred  E.  Inbau. 
Scientific  Evidence  in  Criminal  Cases.     Mineola,  N.Y.: 
Foundation  Press,   1973.     Pp.   604. 

Richardson,  James  R.     Modern  Scientific  Evidence,  Civil  and 
Criminal.     2ded.     Cincinnati:    W.  H.  Anderson,   1974. 
Pp.  741. 

Scott,  Charles  C.    Photographic  Evidence:  Preparation  and 
Presentation.     2ded.     St.  Paul:    West,   1969.     3  v. 

Torcia,  Charts  E.    Wharton's  Criminal  Evidence.     13th  ed. 
Rochester:    Lawyers  Co-op .  ,   1972-1973.     4  v. 

Underhill's  Criminal  Evidence:  A  Treatise  on  the  Law  of  Crim- 
inal Evidence.     6th  ed.     Indianapolis:    Bobbs-Memll, 
1973.     3  V. 

Weinstein,  Jack  B.    Weinstein  Evidence:    Commentary  on 
Rules  of  Evidence  for  the  U .  S .  Courteand  Magistrates  ^ 
New  York:    Matthew  Bender,   1975-        .     6v. 

Wigmore,  John  Henry.     A  Treatise  on  the  ^"-^^"-^"^^7,^^" fj;;!"'- 
of  r.vidPnce  in  TVials  at  Common  I^w  including  the  Statutes 
.nH  TuHiri^l  Decision-^  of  All  Turisdirtions  of  the  United 
States  and  Canada.     3ded.     Boston:    Little,  Brown,   1940. 
10  V. 
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FAMILY  LAW 

Clad,  C.  Clinton.     Family  Law.     3ded.    Philadelphia ,   Joint 
Committee  on  Continuing  Legal  Eduation,  ALI-ABA,    1964. 
Pp.  224. 

Kahn,  Robert,     nivorce  Lawyer's  Casebook.    St.  Martin's,   1972. 

Lindley,  Alexander  F.     Reparation  Agreements  and  Ante- Nuptial 
Contracts .    Rev.  ed.    Albany:    Matthew  Bender,    1953- 
2  V. 

Schatkin,  Sidney  B.     Disputed  Paternity  Proceedings.     4th  ed . 
Albany:    Matthew  Bender,    1967.     Pp.  986. 

Taggart,  John  Y.    Some  Aspects  of  Separation  and  Divorce; 

Tnrnrporatinq  Cases  and  Rulings  Prior  to  February  1,    1975. 
2d  ed.     Chicago:    Arerican  Bar  Association  Section  of 
Family  Law,  1975.    Pp.  76. 

FEDERAL  PRACTICE  AND  PROCEDURE 

nrumer,  Louis  R.  and  Irwin  Hall.     Render's  Federal  Practice  Forms: 
Annotations  and  Cross-Reference  to  Moore's  Federal  Practice 
(2d  ed)    New  York:    Matthew  Bender,   1963-        .     5  v.  in 
13  (looseleaf) 

Moore,  James  William,  and  Helen  I.  Bendix.    Moore's  Federal 
Practice.     2ded.     New  York:    Matthew  Bender,   1948-      . 
11  V.  in  27  (looseleaf) 

Nichols,  Clark  A.     Cyclopedia  of  Federal  Procedure.     3ded. 
Chicago:    Callaghan,  1951-      .    20  v. 

Nichols,  Clark  A.     Cyclopedia  of  Federal  Procedure  Forms. 
Chicago:    Callaghan,   1952-       .    3  v. 

w^^t's  Federal  Forms.    St.  Paul:    West,   1971.     6  v.  in  10. 

Wright.  Charles  A.,  Miller,  Arthur  R.  and  Edward  H.  CooPer. 
Federal  Practine  and  Procedure.    St.  Paul:    West,   1969- 
1976.     16  V. 

FRANCHISING 

Rosenfield,  Coleman  R.    tho  t^w  of  T^Vanchising.    Rochester: 
Lawyers  Co-op.,  1970.    Pp.  482. 


-36- 


FUTURE  INTERESTS 

Simes,  Lewis  M.     Law  of  Future  Interests .     2d  ed .     St.  Paul: 
West,   1956-        .    4  v. 


Entire  Series 


HORNBOOKS 


IMMIGRATION 


Gordon,  Charles,  and  Harry  N.  Rosenfield.     Immigration  Law 
and  Procedure.    Rev.  ed .     New  York:    Matthew  Bender, 
1972-        .     3  V.   (looseleaf) 

INSTRUCTIONS  TO  JURIES 

Alexander,  George  J.     Jury  Instructions  on  Medical  Issues;    A 
Compilation  of  Forms  for  Instructions  Covering  Medical 
Issues  in  Personal  Injury  Cases.     Indianapolis:    Allen 
Smith,   1966.     Pp.  519. 

Branson,  Edward  R.     The  Law  of  Instructions  to  Juries  in  Civil  and 
Criminal  Cases;  Rules  and  a  Complete  Collection  of  Approved 
and  Annotated  Forms.     3d  ed .     Indianapolis:    Bobbs- Merrill, 
1960-      .     5  v.  in  7. 

Devitt,  Edward  and  Charles  B.     Blackmar.     Federal  Jury  Practice 
and  Instructions;  Civil  and  Criminal.     2d  ed .     St.  Paul: 
West,   1970.     2  v. 

INSURANCE 

Appleman,  John  Alan  and  Jean  Appleman,     Insurance  Law  and 
Practice  with  Forms.     Kansas  City:    Vernon  Law  Book  Co.  , 
1969.     26  v.  in  39. 

Couch  Cyclopedia  of  Insurance  Law.     2d  ed .    Rochester:    Law- 
yer's Co-op.,   1971.     24  v. 

JURISPRUDENCE 

Bodenheimer,  Edgard.  Jurisprudence:  The  Philosophy  and 
Method  of  the  Law.  .  .  .  Cambridge:  Harvard,  1962. 
Pp.  402. 
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JURISPRUDENCE  (continued) 

Llewellyn,  Karl  N.     Turisprudence:    Realism  in  Theory  and  Prac- 
tice.    Chicago:    University  of  Chicago ,   1962.     Pp.  534. 

Morris,  Clarence.     The  Great  Legal  Philosophers:    Selected 
Readings  in  Jurisprudence.     Philadelphia:    University  of 
Pennsylvania  Press,   1959.     Pp.  571. 

Morris,  Herbert.     Freedom  and  Responsibility:    Readings  in 

Philosophy  and  Law.    Stanford:    Stanford  University  Press , 
1961.     Pp.  547. 

Stone,  Julius.     Legal  System  and  Lawyers'  Reasonings.     Stan- 
ford:   Stanford  University  Press,   1964.    Pp.  454. 

LABOR  UVW 

Developing  Labor  Law;  The  Board,  the  Courts,  and  the  National 
Labor  Relations  Act.    Washington:    Bureau  of  National 
Affairs,   1971.     Pp.   1054. 

Gorman,  Robert  A.     Basic  Text  on  Labor  Law,   Unionization  and 
Collective  Bargaining.     St.   Paul:    West,    1976.     Pp.   914. 

Jenkins,  Joseph  A.     Labor  Law.     Cincinnati:    W.  H.  Anderson, 
1968-         .     4  V. 

Larson,  Arthur.     Employment  Discrimination:    Sex.     New  York: 
Matthew  Bender,   1975-        .     2  v.     (looseleaf) . 

National  Labor  Relations  Board  Case-Handling  Manual.    Wash- 
ington:   GPO . 

Werne,  Benjamin.     The  Law  and  Practice  of  Public  Employment 
Labor  Relations .    Rev.  ed .     Charlottesville:    Michie, 
1974-         .      3  V. 

LAW  OFFICE  MANAGEMENT 

Altman,  Devra  L.    A  Manual  for  Small  and  Medium-sized  Law 
Libraries .     Chicago:    American  Bar  Foundation,   1976. 
Pp.  31. 

How  to  Create  a  System  for  the  Law  Office.     Chicago:    American 
Bar  Association,   1975.    Pp.  188. 
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LAW  OFFICE  MANAGEMENT  (continued) 

Law  Office  Economics  and  Management  Manual.    Chicago:    Calla- 
ghan,   1970-        .     2  v. 

Lawyer's  Handbook.    Ann  Arbor,  Mich.:    Institute  of  Continuing 
Legal  Education,   1975.     1  v.    (looseleaf) 

Manual  for  Managing  the  Law  Office.     Englewood  Cliffs ,   N.J.: 
Prentice-Hall,   1970- 

National  Association  of  Legal  Secretaries.     Manual  for  the  Legal 
Secretarial  Profession.     2d  ed .     St.  Paul:    West,    1974. 

Strong,  Kline  D.  ,  and  Arben  O.  Clark.     Law  Office  Management. 
St.  Paul:    West,   1974.     Pp.  424. 

LEGAL  RESEARCH  AND  WRITING 

Cohen,  Morris  L.     Legal  Research  in  a  Nutshell.     2d  ed .     St. 
Paul:    West,   1971.     Pp.  259. 

Dickerson,  Reed.     The  Fundamentals  of  Legal  Drafting.     Boston: 
Little,   Brown,   1955.     Pp.  203. 

Howto  Find  the  Law.     7th  ed .     St.  Paul:    West,   1975.     Pp.  542. 

Jacobstein,  J.  Myron  and  Roy  M.  Mersky.     Pollack's  Fundamentals 
of  Legal  Research.     4th  ed .     Mineola,   N.Y.:    Foundation 
Press,   1973.     Pp.  555. 

Price,  Miles  O.,  and  Harry  Bittner.     Effective    Legal  Research. 
Boston:    Little,   Brown,    1969.     Pp.   503. 

Re,   Edward  D.     Brief  Writing  and  Oral  Argument.     4th  ed .     Dobbs- 
Ferry,   N.Y.  ,  Oceana,   1973.     Pp.  512. 

Sprowl,  James  A.     Manual  for  Computer- Assisted  Legal  Research. 
Chicago:    American  Bar  Foundation,   1975.     Pp.   116. 

Strunk,  W.  ,   Jr.     Elements  of  Style.     2d  ed .     New  York:    Mac 
Millan,    1972. 

Weihofen,  Henry.     Legal  Writing  Style.    St.  Paul:    West,   1961. 
Pp.  323. 
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LEGAL  RESEARCH  AND  WRITING  (continued) 

Wiener,  Frederick  B.     Briefing  and  Arguing  Federal  Appeals . 
Washington:    Bureau  of  National  Affairs ,   1957.     Pp.  506. 

LOCAL  GOVERNMENT 

Antieau,  Chester  James.    Antieu's  Local  Government  Law.     New 
York:    Matthew  Bender,    1955-        .     4  v.  in  7.     (looseleaf) 

Matthews,  Thomas  A.,  and  Byron  S.  Matthews.     Municipal 

Ordinances.  Text  and  Forms.     2d  ed    Chicago:    Callaghan, 
1972-1973.     2  v.  in  4. 

McQuillin,  Eugene.     The  Law  of  Municipal  Corporations  3d. 
Mundelein,   111.:    Callaghan,   1967.     19  v. 

Yokley,  E.  C.     Municipal  Corporations.     Charlottesville: 
Michie,   1956.     4  v. 

MEDICAL  JURISPRUDENCE 

Gray,  Roscoe  N.    Attorneys'  Textbook  of  Medicine.     3d    ed . 

New  York:    Matthew  Bender,   1950-        .     5  v.  in  12   (loose- 
leaf) 

Cray's  Anatomy.    35th  ed.    Philadelphia:    Saunders,   1973. 

Louisell,  David  W.     Medical  Malpractice.    Albany:    Bender, 
1960-      .     2  v. 

NATURAL  RESOURCES 

American  Law  of  Mining.     New  York:    Matthew  Bender,   1960-     . 
5  V.   (looseleaf) 

Kuntz,  Eugene.    A  Treatise  on  the  Law  of  Oil  and  Gas;  Being  a 
Revision  of  Thornton  on  Oil  and  Gas  including  Forms, 
Statutes  and  Regulations .     Cincinnati:    W.  H.  Anderson, 
1972.    4  V. 

Summers,  Walter  L.     Taw  of  Oil  and  Gas:    A  IVeatise  Covering 
the  Law  Relating  to  the  Production  of  Oil  and  Gas  From 
Public  and  Private  Unds  and  the  Transportation  Thereof 
with  Statutes  and  Regulations.  Forms.    Kansas  City: 
Vernon  Law  Book  Co.  ,   193  8-54.     8  v.  in  12. 
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NATURAL  RESOURCES  (continued) 

Williams,  Howard  R.,  and  Charles  J     Meyers      Oii^M^if^- 
New  York:    Matthew  Bender,   1959-         .     6  v.  in  7  (loose 

leaf. 

PATENTS,  TRADEMARKS  AND  COPYRIGHTS 

Callman,  Rudolf.     tHp  T.aw  of  Unfair  rnmrptition     Trademarks 
and  Monopolies.     3d  ed .     Mundelein,  111.:     Callaghan, 
1967-        .     5  V.   (looseleaf) 

Deller,  Anthony  William,     npller's  Walker  on  Patents .     2ded. 
Rochester:    Lawyers  Co-op.  ,   1964-76.     9  v. 

Hayes ,  John  Edward  Rollins  .    The  Nature  of  Patentable  Invention 
"^T.cAttHhntP.  and  Definition.     2d  ed .     Cambridge:    Addison- 
Wesley  Press,   1948.    Pp.   187. 

Horwitz,  Lester.     Patent  Office  Pules  and  Practice.    Albany: 
Matthew  Bender,   1971.     4  v. 

Nimmer,  Melville  B.     Nimmer  on  Copyright;  A  TYeatise  on  the 
Taw  nf  T.iterarv.   Musiral  and  ArtistJr  Property,  and  tho  Pro 
tectionof  Ideas.     New  York:    Matthew  Bender,   1963-        . 
2  V.   (looseleaf) 

Seidel     Arthur  H.    what  the  General  Practitioner  Should  Know 
.v:^,.Pat.ntT.aw  and  Practice.     Philadelphia:    Committee 
on  Continuing  Legal  Education.    ALI-ABA,   1966.    Pp.   170. 

PERPETUITIES 

Gray,  John  C.     tHp  Pule  Against  Perpetuities .     4th  ed .     Boston: 
Little,  Brown,   1942.     Pp.  895. 

PERSONAL  INJURY 

Houts,  Marshall.    la^^Prs-  Guide  to  Medical  Proof.    New  York: 
Matthew  Bender,   1976.    2  v.   (looseleaf) 

T.wvers-  MedJ^^i  nvrlonedia  of  Porsonal  '^^'^''^l^''^''^'^^'^^- 
'specialties.     Indianapolis:    Allen  Smith,   1958-1962 .     7  v. 

in  9. 
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PERSONAL  INJURY  (continued) 

Personal  Iniurv.    Actions,  Defenses,   Damages.     New  York: 
Matthew  Bender.     6  v.  in  21  plus  2  v.  index  (looseleaf) 

Philo,  Harry  M.  ,  Robb,   Dean  A.  ,  and  Richard  M.  Goodman. 

Lawyers  Desk  Reference;  Technical  Sources  for  Conducting 
a  Personal  Injury  Action.     5th  ed.    Rochester:    Lawyers  Co- 
op. ,   1975.     Pp.   1404, 

Speiser,  Stuart  M.     Recovery  for  Wrongful  Death  2d.     Rochester: 
Lawyers  Co-op.,   1975.     2  v. 

PROBATE 

Billington,  Wendy  Paul  and  Celia  Mamon  Cena .     Horner  Probate 

Practice  and  Estates  with  Forms.     4th  ed.     Chicago:    Callaghan 
1961-1976.     7  V. 

Henderson,  James  Max.    Probate  Practice.    2d  ed.    San  Francisco: 
Bancroft- Whitney,   1950-        .     6  v. 

Page,  William  H.     Page  on  the  Law  of  Wills .    Rev.  ed.     Cincinnati: 
W.  H.  Anderson,    1960-        .     11  v. 

PRODUCTS  LIABILITY 

Dixon,   Marden  G.     Drug  Product  Liability.     New  York:    Matthew 
Bender,    1974-         .     (looseleaf) 

Frumer,  Louis  R.  ,  and  Melvin  I.   Friedman.     Products  Liability. 
New  York:    Matthew  Bender,   1960-         .     4  v.  in  5. 

Hursh,  Robert  D.,  and  Henry  J.  Bailey.    American  Law  of  Products 
Liability.    2ded.    Rochester:    Lawyers  Co-op . ,   1976.     6  v. 

Swartz,  Edward  M.     Harzardous  Products  Litigation.    Rochester: 
Lawyers  Co-op.,   1973.     Pp.  416. 

PROFESSIONAL  ORGANIZATIONS 

Eaton,  Berrien  C,  Jr.    Professional  Corporations  and  Associations. 
New  York:    Matthew  Bender,   1970-  .     5  v.   (looseleaf) 

(v.   17-17D  of  Business  Organizations  series). 
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PROPERTY 

American  Law  of  Property.     Boston:    Little,  Brown.     8  v. 

Cribbet,  John  E.    Principles  of  the  Law  of  Property.     2d  ed. 
Mineola,  N.Y.:    Foundation  Press ,    1975.    Pp.  492. 

DeFuniak,  William  Q.    Principles  of  Community  Property,     new 
2d  ed.     Tucson:    University  of  Arizona  Press ,   1971.     Pp. 
556. 

Simes,  Lewis  M .  ,  and  Allan  F.  Smith.     The  Law  of  Future  Inter- 
ests.    2d  ed.     St.  Paul:    West,   1956.     4  v. 

REAL  PROPERTY 

Pindar,  George.    American  Real  Estate  Law.    Atlanta:    Harrison, 
1976.     Pp.   1472. 

Powell,  Richard  R.  ,  and  Patrick  J.  Rohan.     Law  of  Real  Property. 
New  York:    Matthew  Bender,   1949-        .     7  v.  in  13. 

Rohan,   Patrick  J.,  and  Melvin  A.  Reskin.     Cooperative  Housing 
Law  and  Practice.     Forms.     New  York:    Matthew  Bender, 
1957-        .     2  V.    (looseleaf) 

Rohan,  Patrick  J.,  and  Melvin  A.  Reskin.     Condemnation  Pro- 
cedures and  Techniques.     Forms.     New  York:    Matthew 
Bender,   1968-         .     2  v.   (looseleaf) 

Rohan,  Patrick  J.,  and  Melvin  A.  Reskin.     Condominium  Law 
and  Practice,   1965-  Forms.     New  York:    Matthew 

Bender,   1973-         .     2  v.    (looseleaf) 

Thompson,  George  W.     Commentaries  on  the  Modern  Law  of 

Real  Property.  .  .with  Complete  Forms.     Indianapolis:    Bobbs- 
Merrill,   1939-1965.     14  v.  in  23. 

RESTATEMENTS 

American  Law  Institute.    Restatement  of  the  Law.     St.  Paul: 

American  Law  Institute  Publishers.    Available  from  Lawyers 
Co-op.: 

Agency,  2d,   1958.    3  v. 

Conflict  of  Laws ,   2d,   1971.     3  v. 

Contracts,   1932.     2  v. 

Contracts,  2d,  Ten.  Drafts  1-13,   1978. 
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RESTATEMENTS  (continued) 

Courts,  Permanent  ed.  ,    1945.     Pp.   1018. 
Foreign  Relations  Law  of  the  United  States,  2d, 

1963.    Pp.   679. 
Foreign  Relations  of  the  United  States,   2d,   1965. 
Judgments,   1942.     Pp.   688. 
Model  Code  of  Evidence,   1942.     Pp.  435. 
Model  Code  of  Pre -Arraignment  Procedure,    1975. 

Pp.   767. 
Property,   1936-1944.     5  v. 
Restitution,   1937.     Pp.   1033. 
Security,   1941.     Pp.  595. 
Torts,   1934.     2  v. 
Torts,  2d,    1965.     5  v. 
Trusts,  2d,   1959.     3  v. 
General  Index,   1946.     Pp.   1096. 

RESTITUTION 

Douthwaite,  Graham.    Attorneys  Guide  to  Restitution.    Indianapolis: 
Smith,   1977.     Pp.  580. 

Palmer,  George.     Law  of  Restitution.     Boston:    Little,   Brown,   1978. 
4  V. 

SECURITIES 

Gilmore,  Grant.     Security  Interests  in  Personal  Property.     Boston: 
Little,  Brown,    1965-         .  2v. 

Loss,   Louis.     Securities  Regulation.     2d  ed.  and  supplement  to 
2d  ed.     Boston:    Little,  Brown,   1961-         .     6  v. 

SOCL^L  WELFARE 

McCormick,   Harvey.     Social  Security  Claims  and  Procedures.     2d 
ed.    St.  Paul:    West,   1978.     Pp.   946. 

STATUTORY  CONSTRUCTION 

Sutherland  Statutes  and  Statutory  Construction.    4th  ed .    Chicago: 
Callaghan,    1972-1975.     4  v.  in  6. 

SURVEYING 

Clark,   Frank  Emerson.    A  Treatise  on  the  Law  of  Surveying  and 
Boundaries.    4th  ed.     Indianapolis:    Bobbs- Merrill,   1976. 

Pp.   1124. 
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TAXATION 

Barrett,  J.  M.,  and  Erwin  Seago.     Partners  and  Partnerships 
Law  and  Taxation.    Charlottesville:    Michie,    1956.     2  v. 

Bittker,  Boris  I.,  and  James  S.  Eustice.     Fedgal  Income  Tax- 
ation of  Corporations  and  Shareholders.     3d  ed ,     Boston: 
Warren,  Gorham ,   &  Lamont,   1971.     V.p. 

Collins,  Adrian  Anthony.     Federal  Income  Taxation  of  Employee 
Benefits  .     New  York:    Clark  Boardman.     (looseleaf) . 

Federal  Tax  Coordinator  2d.     New  York:    Tax  Research  Institute 
of  America,    1977.     (looseleaf) 

Lowndes,  Charles  L.  B.,  Krammer,  Robert,  and  John  H.   McCord. 
Federal  Estate  and  Gift  Taxes .     3d  ed.    St.  Paul:    West, 
1974.    Pp.   1099. 

Michle's  Federal  Tax  Handbook.     1976.    38th  ed.     Charlottes- 
ville:   Michie,   1976.     2  v. 

Ness,   Theodore  and  Eugene  L.  Vogel .     Taxation  of  the  Closely 
Held  Corporation.     3d  ed .     Boston:    Warren,  Gorham  & 
Lamont,   1976.     (Looseleaf) 

Rabkin,  Jacob  and  Mark  H.  Johnson.     Current  Legal  Forms  -../ith 
Tax  Analysis.     New  York:    Matthew  Bender.     10  v.  in    22. 
(looseleaf) 

Rabkin,  Jacob  and  Mark  H.  Johnson,     Federal  Income,  Gift 
and  Estate  Taxation.     New  York:    Matthew  Bender.     11  v. 
(looseleaf) 

Mertens  Law  of  Federal  Income  Taxation.     Chicago:    Callaghan. 
43  v.    (looseleaf) 

Tax  Reform  Act  of  1976.     Philadelphia:    ALI-ABA,   1976.     2  v. 

Willis,  Arthur  B.     Partnership  Taxation.     2d  ed .    Colorado  Springs: 
Shepard's  Citations,   1976.     2  v. 

TORTS 

Averbach,  Albert.     Handling  Accident  Cases.    Rev.  ed.    San 
Francisco:    Bancroft- Whitney,   1957-       .    22  v. 
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TORTS  (continued) 

Harper,   Fowler  V.,  and  Fleming  James,  Jr.     The  Law  of  Torts . 
Boston:    Little,  Brown,   1956,     3  v.  in  4 . 

Prosser,  William  L.     Handbook  of  the  Law  of  Torts .     4th  ed. 
St.  Paul:    West,    1971.     Pp.   1208. 

Schwartz,  Victor  E.     Comparative  Negligence.     Indianapolis: 
Allen  Smith,   1974.     Pp.  434. 

Speiser,  Stuart  M.     Negligence  Cases:    Res  Ipsa  Loquitur. 
Rochester:    Lawyers  Co-op.,   1972-        .     2  v. 

Speiser,  Stuart  M.     Recovery  for  Wrongful  Death.     Rochester: 
Lawyers  Co-op.,   1970-        .     2  v. 

TRADE  REGULATIONS 

von  Kalinowski,  Julian  O.    Antitrust  Laws  and  Trade  Regulation. 
New  York:    Matthew  Bender,   1969-        .     16  v.   (looseleaf) 

TRUIL  PRACTICE 

American  Jurisprudence  Proof  of  Facts.    2d  series.    Rochester: 
Lawyers  Co-op.,   1976.     11  v.  in  12. 

American  Jurisprudence  Trials;  An  Encyclopedic  Guide  to  the 

Modern  Practices,  Techniques,  and  Tactics  used  in  Prepar- 
ing and  Trying  Cases  with  Model  Programs  for  the  Handling  of 
All  Types  of  Litigation.    Rochester:    Lawyers  Co-op.,   1964- 
1976.     23  V.  in  24. 

Belli,   MelvinM.     Modern  Trials .     Indianapolis:    ^obbs-Merrill, 
1954-1967.     6  V. 

Bender's  Forms  of  Discovery.     San  Francisco:    Matthew  Bender, 
1963-        .     20  V. 

Busch,   Francis  X.     Law  and  Tactics  in  Jury  Trials.     Encyclopedia 
ed.     Indianapolis:    Bobbs- Merrill,   1959-1963.     5  v.  in  6. 

Dolan,   JohnE.,  Jr.     Examination  Before  Trial  and  Other  Dis- 
closure Devices .    Rev.  ed .    Amityville,  N.Y.:    Acme  Law 
Book  Co.,   1974.     1  v.    (looseleaf) 
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TRIAL  PRACTICE  (continued) 

Figg,  Robert  McC,  McCulIough,  Ralph  C,   II,  and  James  L. 
Underwood.    Civil  Trial  Manual.     Philadelphia:    ALI-ABA, 
1974.     (looseleaf) 

Goldstein,   Irving  and  Fred  Lane,     Goldstein  Trial  Technique.     2d 
ed.  Mundelein,   111.:    Callaghan,   1969-         .     3  v. 

Hunter,  Robert  S.     Federal  Trial  Handbook.     Rochester:    Lawyers 
Co-op.,   1974.     Pp.   869. 

Kennelly,  John  J.     Litigation  and  Trial  of  Air  Crash  Cases. 
Mundelein:    Callaghan,    1968.     2  v.    (looseleaf). 

Schweitzer,  Sydney  C,  and  Joi.eph  Rasch.     Cyclopedia  of  Trial 
Practice.     2d  ed.     Rochester:    Lawyers  Co-op.  ,   1972. 
4  v. 

Wellman,  Francis  L.    The  Art  of  Cross-Examination.    4th  rev. 
and  enlarged  ed.     New  York:    MacMillan,   1962. 

TRUSTS 

Bogert,  George  G.     The  Law  of  Trusts  and  Trustees.     2d  ed .     St. 
Paul:    West,    1955-        .     15  v. 

Nossaman,  Walter  L.  ,  and  Joseph  L.  Wyatt,  Jr.     Trust  Admin- 
istration and  Taxation.     2ded.     New  York:    Matthew  Bender, 
1956-        .     3  V.  in  4  (looseleaf). 

Scott,  Austin  Wakeman.     The  Law  of  Trusts.     3d  ed.     Boston: 
Little,  Brown,    1967.     6  v. 

UNIFORM  COMMERCL^L  CODE 

Anderson,  Ronald  A.    Anderson  on  the  Uniform  Commercial  Code. 
Legal  Forms.     2ded.    Rochester:    Lawyers  Co-op.  ,   1970- 
1974.     4  V. 

Bailey,  Henry  J.    Modern  Uniform  Commercial  Code  Forms. 
Boston:    Banking  Law  Journal,    1963. 

Bender's  Uniform  Commercial  Code  Service.     New  York:    Matthew 
Bender,   1965-        .     6  v.  in  19. 
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UNIFORM  COMMERCIAL  CODE  (continued) 

Hawkland,  William  D.    A  Transactional  Guide  to  the  Uniform 
Commercial  Code.     Philadelphia:    American  Law  Institute 
and  American  Bar  Association,   1964.     2  v. 

Sorkin,  Saul.     How  to  Recover  for  Loss  or  Damage  to  Goods  in 

Transit.     New  York:    Matthew  Bender,   1976.     Iv.   (looseleaf) 

UCC  Desk  Book:    A  Short  Course  in  Commercial  Paper  under  the 
Uniform  Commercial  Code.    Rev.  ed.     Boston:    Warren, 
Gorham  &  Lament,  1973. 

Uniform  Commercial  Code.    Case  Digest.    Chicago:    Callaghan, 
1976.     9  V. 

Uniform  Commercial  Code  Reporting  Service.     Case  and  Commen- 
tary,  Finding  Aids,  Current  Material .     Chicago:    Callaghan. 

2  V.     (looseleaf) 

White,  James  ].,  and  Robert  S.  Summers.    Handbook  of  the  Law 
under  the  Uniform  Commercial  Code.    St.  Paul:    West,   1972. 

Willier,  William  F.  ,  and  Frederick  M.  Hart.  Uniform  Commercial 
Code  Reporter- Digest.  New  York:  Matthew  Bender,  1965-  . 
6  V.  in  20  (looseleaf) 

Williston  on  Sales.    4th  ed.     Rochester:    Lawyers  Co-op .  ,   1974. 

3  V. 

UNIFORM  LAWS 

Uniform  Laws  Annotated.     Master  ed.     St.  Paul:    West,    1976. 
13  V. 

V.   1-5  Uniform  Commercial  Code 

V.   6  Uniform  Partnership  Act  and  Uniform  Limited 

Partnership  Act 
V.  7  Business  and  Finance  Laws  Including  Uniform 

Consumer  Credit  Code 
V.  8  Estate,  Probate  and  Related  Laws 
V.  9  Matrimonial,   Family  and  Health  Laws  Including 

Adoption  Act,   Divorce  Recognition  Act,   Juvenile 
C  Court  Act,  Reciprocal  Enforcement  of  Support  Act 

v.   10  Uniform  Rules  of  Criminal  Evidence  and  Moral 

Penal  Code 
v.   11  Criminal  Law  and  Procedure  Including  Criminal 

Extradition  Act,  Military  Justice  Code,  Post  Con- 
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UNIFORM  LAWS  (continued) 

viction  Procedure  Act 
V.   12    Civil  Procedural  and  Remedial  Laws  Including 
Declaratory  Judgments  Act,  Contribution  Among 
Tortfeasors  Act 
V.   13    Civil  Procedural  and  Remedial  Laws  Including 
'   Eminent  Domain  Code,   Jury  Selection  and  Services 
Act,  Rules  of  Evidence 

WATER  LAW 

Clark     Robert  E.    Waters  and  Water  Rights:    A  Treatise  on  the 
T^w  nf  Waters  and  Allied  Problems.  Eastern,  Western, 
Federal.     Indianapolis:    Allen  Smith,   1967-        .     7  v. 

WORKMEN'S  COMPENSATION 

Blair     Elmer  H.    Reference  Guide  to  Workmen's  Compensation 
A  Quick  Retrieval  Handbook.     St.  Louis:    Thomas  Law  Book 
Co.,   1968.     (looseleaf) 

Larson,  Arthur.     The  Law  of  Workmen's  Compensation.     New  York: 
Matthew  Bender,   1952-        .     4  v.  in  7  (looseleaf). 

ZONING 

Anderson,  Robert  M.     American  Law  of  Zoning.     2ded.    Rochester: 
Lawyers  Co-op.,   1968-1977.     4  v. 

Rathkopf,  Arden  H.     The  Law  of  Zoning  and  Planning.     4th  ed. 
New  York:    Clark  Boardman,    1975-        .     5  v. 

Williams,   Norman  J.     American  Planning  I^w:    Land  Use  and 
the  Police  Power.     Chicago:    Callaghan,    1974-        .     5  v. 
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F.     Library  Standards 

The  Consultation  Committee  was  asked  to  specifically  address  the 
Standards  for  Supreme  Court  Libraries,  adopted  June  25,    1977  by  the 
Special  Interest  Section  on  State,  Court  and  County  Law  Libraries  of  the 
American  Association  of  Law  Libraries. 

Unlike  the  standards  promulgated  by  the  American  Bar  Association 
(Appendix  F)  and  the  Association  of  American  Law  Schools 
the  Standards  for  Supreme  Court  Libraries  were  designed  purely  as  working 
guidelines  to  supply  some  direction  and  guidance  for  supreme  court 
librarians  in  developing  their  collections  and  services  to  meet  the  needs 
of  library  patrons.    Unlike  the  law  school  standards,  they  are  not  used 
for  official  accreditation  purposes  and  contain  no  provisions  for  enforce- 
ment. 

In  large  measure,  the  State  Law  Library  of  Montana  meets  or  surpasses 
many  of  the  guidelines  set  forth  in  the  Standards  for  Supreme  Court  Libraries. 
There  are,  however,  some  noticeable  variances  which  should  be  addressed 
by  the  State  Law  Library  and  the  Supreme  Court  as  its  governing  body. 
Recommendations  and  observations  appear  as  Comments  under  each  sec- 
tion of  the  Standards: 
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STANDARDS  FOR  SUPREME  COURT  LIBRARIES 
OFFICIAL  DRAFT 
Adopted  June  25,    1977 

PREAMBLE 

Believing  that  the  Supreme  Court  Library  is  an  integral,   indeed  a  vital, 
part  of  the  judicial  system  it  serves  and  that  the  library  reflects  the 
action  and  will  of  the  court  system ,  the  members  of  State  and  Court  Law 
Libraries  of  the  United  States  and  Canada  urge  judicial  departments  in 
various  states  and  provinces  to  look  more  closely  at  the  advantages  to  be 
found  in  providing  law  librarians  a  closer  role  in  the  planning  and  im- 
plementation of  changes  in  the  judicial  system. 

Such  integration  of  the  law  librarian  into  judicial  department  planning 
would,  it  is  hoped,  enable  the  law  librarian  to  provide  more  effective 
service  to  the  court  and  to  the  whole  judicial  system. 

To  assure  the  highest  quality  of  personnel  and  performance  in  the  pursuit 
of  this  aim.  State  and  Court  Law  Libraries  of  the  United  States  and  Canada 
propose  the  following  law  library  standards  for  state  supreme  courts, 
covering  both  the  competence  of  the  law  librarian  as  a  professional  and 
the  quality  of  the  collections  in  the  law  libraries  of  the  courts  in  the 
United  States  and  Canada. 

It  is  respectfully  suggested  that  the  Chief  Justice  of  each  jurisdiction 
have  these  standards  applied  to  the  law  library  which  serves  that  court 
as  the  research  support  service  for  judicial  decisionmaking. 

PROPOSED  OFFICIAL  DRAFT 

I.     GOVERNANCE 

A,  A  Supreme  Court  Library  should  be  under  the  direct  supa- vision 

of  a  full-time  qualified  law  librarian. 

Comment:     The  State  Law  Librarian  is  full-time 
and  very  well  qualified  for  the  position  she  holds, 

B.  The  relationship  of  the  law  librarian  to  superiors  should  be  defined 

by  statutes  or  administrative  rule. 

Comment:    Montana  Revised  Codes  Annotated  §  44-402 
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provides  that  the  State  Law  Librarian  shall  be  in  the 
immediate  custody  and  subject  to  the  control  of  the 
board  of  trustees  consisting  of  Justices  of  the  Su- 
preme Court.     Section  44-403  prescribes  that  the 
board  of  trustees  shall  make  rules  and  regulations 
governing  the  administration  of  the  state  law  library. 
These  rules  and  regulations  should  be  periodically 
and  systematically  reviewed  to  ensure  the  librarian 
has  the  authority  and  control  required  to  produce 
professional  level  law  library  service. 

C.    Regular  meetings  should  be  scheduled  and  recorded  at  which  the 
head  law  librarian  can  report  to,  and  receive  directions  from, 
the  authority  to  which  the  librarian    reports . 

Comment:    Apparently,  regular  meetings  are  not 
being  held.     It  is  recommended  that  a  program  of 
regularly  scheduled  meetings  between  the  state 
lav;  li±)rarian  and  t±ie  Suprene  Court  be  instituted 
to  ensure  a  direct  free  flo\j  of  ccr>nunications  of 
matters  relating  to  library  service  as  v«ll  as  policy 
and  program  developnents  of  the  judicial  system  vMch 
may  irpact  on  library  operations. 

II.     FLANJSIIMG 

A.  The  head  law  librarian  should  be  kept  fully  informed  of  policy 

and  program  developments  of  the  judicial  system  in  order  to 
plan  library  services  to  meet  changing  needs. 

Comment:    Direct  channels  of  communication 
between  the  board  of  trustees,  or  chairman  of  the 
library  committee,  and  the  state  law  librarian 
should  be  established  on  a  formal  continuing 
basis.    Apparently,  no  such  program  presently 
exists . 

B.  From  its  inception,  planning  that  concerns  the  Supreme  Court 

Library  in  any  or  all  of  the  following  areas  should  involve  the 
head  law  librarian  either  as  director  or  advisor:    (1)    Growth 
of  the  collection.     (2)    Personnel  to  provide  service  to  users 
and  the  collection.     (3)    Physicial  facilities .     (4)    Bibliographic 
and  physical  control  of  the  collection  and  its  access. 

Comment:     The  State  Law  Librarian  should 
have  direct  and  undiluted  participation  in  these 

areas.     PresentJ.y,   the  direct  participation  by 
the  librarian  is  at  a  level  less  than  desirable. 
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III.     BUDGET 

A.     The  budget  of  s.  Si^preme  Court  Library  should  be  separate  and 
sufficiently  adequate  to  insure  a  well-qualified  staff  and  a 
complete,  up-do-date  collection,  with  provision  for  new  acqui- 
sitions as  needed. 

Comment:     The  budget  of  the  state  law  library 
is  a  program  item  within  the  overall  budget  of 
the  Supreme  Court.    General  funds  appropriated 
for  the  law  library  program  cannot  be  presently 
diverted  for  use  in  other  programs.     The  library 
is  drastically  understaffed  and  the  1979-81 
budget  projection  anticipates  no  additional  staff- 
ing.    The  additional  staff  positions  recommended 
elsewhere  within  this  report  are  essential  and 
minimal;  the  1979-1981  budget  request  should  be 
amended  to  address  these  staff  needs.     There 
is  also  some  question  as  to  whether  the  book 
budget  is  adequate  to  maintain  the  existing 
collection  at  an  estimated  15.5  percent  infla- 
tion rate  and  still  provide  reasonable  monies 
for  acquiring  newly  published  titles. 

B.  The  preparation,  presentation,  and  management  of  the  budget  is 
a  prime  function  of  the  head  law  librarian,  working  with  library 
staff  and/or  in  concert  with  other  personnel. 

Comment:   This  function  is  presently  performed 
by  the  state  law  librarian. 

C.  The  library  expenditure  levels  set  by  the  American  Bar  Association 
and  the  Association  of  American  Law  Schools  are  relevant  guide- 
lines for  budgets  of  Supreme  Court  Libraries. 

Comment:     Regulation  8.5  Minimum  Library 
Expenditures  of  the  library  standards  prescribed 
by  the  Association  of  American  Law  Schools 
provides  that  the  library  "shall  spend  at  least 
$60,000  each  fiscal  year  for  acquisitions. 
An  adequate  portion  of  that  sum  shall  be  spent 
for  the  acquisition  of  titles  new  to  the  collection." 
With  the  cost  of  legal  publications  increasing 
at  a  rate  of  15-17  percent  per  year,  the  $60,000 
standard  is  indeed  minimal — unrealistically  so. 
However,  it  appears  that  the  total  book  budget 
for  the  1979-1981  biennium  will  meet  this  ques- 
tionable standard. 
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IV.     PERSONNEL  ,  ,     ,  i  ■K.=r^, 

A  The  head  law  librarian  should  have  a  degree  in  law  or  library 
science  and  should  meet  the  certification  requirements  of  the 
American  Association  of  Law  Libraries .      (Revised  6/25/78) 

Comment:    The  AALL  certification  require- 
ments have  been  met. 

B      The  law  librarian  should  be  paid  commensurate  with  his  or 
*  her  profession,  education  and  experience,  taking  into  con 
sideration  the  size  of  the  library  and  staff  and  extent  of  respon- 
sibilities.   Revised  6/25/78) 

Comment:     Recognizing  (1)  the  necessity 
to  retain  high  quality,  experienced  staff,  and 
(2)  the  virtually  unlimited  flow  of  law  librarians 
from  one  type  of  library  to  another  (i.e. ,  law 
school  to  state  law  library)  salaries  must  be 
established  at  a  level  nationally  in  all  types 
of  libraries  and  not  regionally  in  specific  types 
of  libraries .     Probably  the  most  reliable  and 
systematically  available  salary  information  for 
law  librarians  appears  in  the  annual  survey  of 
law  school  libraries  and  librarians  reported 
annually  in  the  Law  Library  Tournal.    The  1977 
survey^  reports  salary  levels  for  medium- sized 
libraries  (50,001-100,000)  as  follows:    high, 
$33,470;  median,  $24,444;  low,  $15,500.     It 
is  submitted  that  this  survey  can  serve  as  a 
meaningful  guide  for  establishing  professional 
level  salaries  for  head  law  librarians,  not 
only  for  law  schools  but  other  types  of  law 
libraries  as  well. 

C.    The  law  librarian  should  be  the  appointing  authority  for  the  other 
staff  members . 

Comment:    Presently  performed  by  the  law 
librarian  in  consultation  with  the  Supreme  Court. 

D      Compensation  of  other  staff  should  be  commensurate  with  the 
responsibilities  assigned,  the  qualifications,  training  and 
experience  brought  to  the  position,  and  the  performance  of 
designated  duties. 


7  71  Law  Library  Journal  318  (1978). 
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Comment:    Other  staff  salaries  appear  to  be  at 
a  level  which  is  reasonably  comparable  with 
similar  positions  in  other  local  libraries. 

E.  The  librarian  and  staff  should  be  covered  by  civil  service, 
merit  system,  or  the  plan  in  the  state  for  career  state  employ- 
ment.     (Revised  6/25/78) 

Comment:    Staff  is  presently  covered. 

F.  In  the  case  of  a  library  of  60,000  volumes  or  more,  the  librarian 
where  practicable,   should  be  provided  with  at  least  the  follow- 
ing staff:    three  professional  assistants,  qualified  through 
training  or  experience,  with  responsibility  in  the  functions  of 
acquisitions,  cataloging,  reference  and  administration,  and 

other  necessary  professional  and  clerical  assistants.     (Revised  6/25/78) 

Comment:    The  library  staff  falls  far  short  of 
this  standard.    See  other  comments  relating  to 
personnel  recommendations . 

V.     PHYSICAL  PLANT  AND  FACILITIES 

A.  The  Supreme  Court  Library  should  be  housed  in  the  same  building, 
or  in  close  proximity  to  the  court  so  as  to  achieve  the  efficient 
and  maximum  utilization  of  space  and  the  potential  for  convenient 
access  to  the  law  library. 

Comment:    The  state  law  library  is  housed  in 
the  same  building  with  the  Supreme  Court. 

B.  Shelving  should  be  adequate  to  hold  the  collection  in  convenient 
arrangement  for  use  and  allow  for  expansion  of  the  collection. 

Comment:    Even  considering  the  additional 
space  to  be  gained  by  a  drastic  weeding  of  the 
existing  collection,  existing  linear  shelf  feet  is 
at  best  marginal  and  will  become  inadequate 
with  reasonable  growth  and  expansion  of  the 
collection.     Physical  limitations  of  the  library 
restrict  further  book  stack  expansion. 

C.  There  should  be  provision  for  suitable  equipment  and  work  space 
for  administrative,  processing  and  reader  assistance  tasks  of  the 
library  staff. 
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Comment:    Equipment  and  work  space  for  vital 
staff  functions  is  grossly  inadequate  and  the 
necessity  for  increased  staff  will  further  com- 
pound the  problem. 

D      Ample  attractive  work  areas  and  comfortable  seats  should  be 
'  provided  for  users  of  the  collection.    Good  lighting  is  essential. 
Conference  rooms,  photocopy  service  and  typing  facilities 
should  be  within  easy  reach  if  not  a  part  of  the  library  quarters. 

Comment:    Adequate  seating  exists,  and  lighting 
is  good.    Due  to  servere  space  limitations, 
there  is  no  conference  room,  or  typing  facilities 
and  the  photocopy  machince  is  located  in  the  hall- 
way outside  the  library. 
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(3)  Statutes  at  Large. 

(4)  A  digest  of  all  United  States  Supreme  Court  Reports  and 
of  all  Federal  Reports  . 

(5)  Shepard's  United  States  Citations  and  Shepard's  Federal 
Reporter  Citations. 

*(6)    The  Code  of  Federal  Regulations  and  the  Federal  Register. 
C .    General  American  Publications 

(1)  The  published  reports  of  decisions  of  the  courts  of  last 
resort,  prior  to  the  National  Reporter  System. 

(2)  The  National  Reporter  System  complete. 

(3)  The  American  Digest  System. 

(4)  The  American  Law  Reports  complete. 

(5)  Current  state  statutory  compilations  for  as  many  states  as 
possible. 

(6)  American  Jurisprudence  and  Corpus  Juris,  first  and  second 
edition . 

(7)  A  broad  collection  of  legal  periodical  titles  which  are  listed 
in  Index  to  Legal  Periodicals. 

(8)  Index  to  Legal  Periodicals . 

(9)  All  American  Law  Institute  Restatements . 

(10)  A  basic  collection  of  legal  text  books  and  treatises  of  contem- 
porary value  on  legal  subjects  of  interest  to  the  clientele  of 
the  library. 

(11)  One  legal  and  one  general  dictionary,  one  good  form  book, 
and  one  general  encyclopedia. 

(12)  Shepard's  citations  for  all  units  of  National  Reporter  System 
and  states  covered. 

(13)  Words  and  Phrases. 


*  Revised  6/25/7  8) 
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(14)    U.  S.  Law  Week,  and  Criminal  Law  Reporter. 

*(15)    One  set  of  loose-leaf  or  equivalent  service  in  corpora- 
tions, securities,  commercial  law,  trade  regulations , 
and  state  and  federal  taxation. 

*(16)    Martindale-Hubbell  Law  Directory. 

*(17)    Uniform  Laws  Annotated. 

D.  Optional  and  English  Publications 

(1)  English  reports, 

(2)  Law  Reports  complete 

(3)  Statutes  of  England 

(4)  One  general  legal  digest  or  encyclopedia. 

E.  Microforms  can  be  regarded  as  satisfying  the  collection  requirements. 

Comment:    For  an  evaluation  of  the  existing 
collection,  see  other  relevant  portions  of  this 
report. 

F.  Except  for  materials  of  a  temporary  value,  serials  publications  received 
in  unbound  form  should  be  bound  as  soon  as  practicable  after  receipt 
and  the  collection  as  a  whole  should  be  maintained  in  a  good  physical 
condition  through  reconditioning,  rebinding  or  replacement  as  required. 

(Revised  6/25/78) 

Comment:    Serial  publications  are  currently 
being  bound  as  required,  although  the  quality 
of  binding  needs  upgrading. 

G.  Recognized  standards  for  academic  law  libraries  contained  in  the 
Approval  of  Law  Schools.  American  Bar  Association  Standards  and  Rules 
of  Procedure;  and  Association  of  American  Law  Schools  Association 
Information  should  be  available  in  the  current  editions  in  all  state 
Supreme  Court  libraries.    These  standards,  where  applicable,  may 

offer  additional  guidelines  for  Supreme  Court  libraries ,     (Revised  6/25/78) 

Comment:    The  standards  are  available. 


*  Revised  6/25/78. 
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The  standards  for  law  school  libraries  as  promulgated  by  the  American 
Bar  Association  and  the  American  Association  of  Law  Schools  are,  pa- haps 
as  important  as  the  Standards  for  Supreme  Court  Libraries.     The  State   Law 
Library  of  Montana  would  meet  the  ABA  standards  for  accreditation  of  law 
school  libraries  without  meaningful  exception.    A  copy  of  these  standards 
appear  as  Appendix    F.    In  light  of  comments,  observations,  suggestions 
and  recommendations  made  throughout  this  report,  it  is  easily  discernbile 
that  the  minimum  ABA  standards  would  be  meet. 

The  library  standards  promulgated  by  the  American  Association  of 
Law  Schools  are  more  demanding  than  those  of  ABA.    Yet,  the  State  Law 
Library  of  Montana  would  meet  most  of  the  requirements  of  those  standards. 
A  more  detailed  analysis  would  produce  little  in  the  way  of  additional 
meaningful  information.     It  should  be  noted,  however  Regulation  8.1   (a) 
'  (7)  General  American  Publications,  requires  "200  significant  Anglo- 
American  legal  periodical  titles."      The  State  Law  Library  is  presently 
receiving  only  162  such  periodical  titles  .    A  minimum  of  an  additional 
38  titles  would  be  necessary  to  meet  this  particular  requirement. 

G.     Reference 

The  staff  of  the  State  Law  Library  is  providing  a  very  valuable 

reference  service  to  all  branches  of  state  government,  as  well  as  the 
parctising  bar.    Included  among  all  her  other  many  and  varied  functions, 
the  State  Law  Librarian  compiles  legislative  histories  for  attorneys  out- 
side the  Helena  area.    In  addition,  standardized  ready-reference 
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requests  and  requests  for  instruction  in  the  use  of  legal  materials  are 
quickly  met.    Approximately  75  percent  of  reference  inquiries  come  from 
state  government,  with  the  remaining  25  percent  from  the  practicing  bar. 
Reference  service  to  the  general  public  is  limited  to  "quick  reference" 
inquiries  as  it  properly  should  be. 

The  reference  function  is  unquestionably  one  of  the  most  vital 
functions  of  any  law  library.    Supplying  needed  information  is  the  very 
essence  of  any  library,  especially  so  in  law  libraries  primarily  dedicated 
to  governmental  use.    Also,  a  broad  and  well-developed  reference  ser- 
vice generates  a  substantial  amount  of  good-will  for  the  library — and 
indirectly,  the  Supreme  Court — among  members  of  the  bar, 
other  branches  of  state  government  (especially  legislative  staffs),  and 
the  general  public.    An  energetic,  well-trained  reference  librarian  can 
quickly  become  the  Supreme  Court's  best  "good-will  ambassador", 
and  it  would  decidedly  be  in  the  Supreme  Court's  best  interest  to  assist 
in  obtaining  additional  staff  to  expand  the  reference  function. 

H.     Cataloging  and  Classification 

Prior  to  the  hiring  of  the  present  State  Law  Librarian,  a  serious 
detriment  to  the  library  was  the  lack  of  an  adequate  guide  to  the  col- 
lection.   The  rudimentary  card  catalog  begun  by  previous  librarians,  and 
continued  without  uniformity  or  consistency,  quickly  became  completely 
unusable . 
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The  most  immediate  and  important  task  facing  the  new  State  Law 
Librarian  was  the  complete  replacement  of  these  makeshift  guides  with 
a  card  catalog  adhering    to  professional  cataloging  and  classification 
standards,  with  all  materials  classed  in  one  of  the  accepted  current 
classification  schedules.    Not  only  is  such  a  catalog  essential  as  a 
guide  to  patrons,  but  it  is  also  necessary  to  prevent  the  duplicate 
ordering  of  materials  or  the  frustrating  spending  of  tine  trying  to  determine 
whether  books  under  consideration  are  already  in  the  collection.     The 
State  Law  Librarian  quickly  recognized  that  an  item  of  first  priority 
was  the  cataloging  and  classification  of  the  existing  collection. 

Classification  aims  to  relate  all  materials  on  the  same  subject, 
to  provide  an  easily  identifiable  shelf  location,  and  in  its  simpler  form 
to  allow  patrons  to  find  all  material  on  the  same  subject  together  on  the 
shelf.    Basically,  the  two  major  classification  systems  available  are 
the  Los  Angeles  County  K  Classification  and  the  Library  of  Congress 
K  Class,    The  librarian  properly  recognized  that  the  LC  system,  while 
probably  the  more  complex  of  the  two  and, at  least  in  the  beginning, 
will  not  apparently  bring  together  related  materials,  was  to  be  preferred 
over  the  Los  Angeles  County  classification.    Numerous  benefits  and 
work  products  available  through  the  Library  of  Congress  would  be  derived 
from  adoption  of  that  system,  and  continued  standardization  would  be 
assured. 

Funded  with  LEAA  monies ,  the  library  contracted  with  Blackwell 
North  American  to  pull  from  its  data  base  bibliographic  information  on 
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legal  materials  contained  therein.    From  this  compilation,  a  microfiche 
catalog  for  the  State  Law  Library  of  Montana  has  been  approximately 
80  percent  completed,  with  20  percent  remaining  uncataloged — plus  some 
final  "house  cleaning." 

The   library   staff   is    to   be   connended   on   their    serious 
and  dedicated  efforts  in  addressing  what  was  probably  the  most  serious 
problem  facing  the  State  Law  Librarian  upon  her  arrival  some  two  years 
ago.    Although  the  backlog  of  the  existing  collection  is  approximately 
80  percent  cataloged,  it  is  unrealistic  to  assume  that  the  cataloging  and 
classification  function  can  continue  on  a  professional  and    expanding 
basis  without  additional  staff,  as  recommended  elsewhere. 

While  the  merits  of  a  COM  (Computer-Output  Microfilm)  catalog 
is  an  item  of  legitimate  debate  among  librarians,  there  can  be  no  dis- 
pute that  it  is  a  more  flexible  guide  to  the  library  collection  than  is  the 
standard  card  catalog.    The  space  savings  obtained  by  having  the  catalog 
on  microfiche  are  obvious.     In  addition,  duplicate  sets  of  the  micro- 
fiche catalog  can  easily  be  made  for  distribution  to  district  court  libraries 
throughout  Montana,  should  this  be  deemed  advisable;  also,  at  some 
future  date,  hard  copy  book  catalogs  could  be  generated  from  the  same 
fiche.     The  decision  of  the  State  Law  Librarian  to  adopt  the  microfiche 
catalog  was  indeed  a  wise  one,  and  her  choice  is  to  be  strongly  commended. 
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I.  Acquisitions 

Commendably,  the  State  Law  Library  has  a  written,  reasonably 

well-defined  acquisitions  policy  to  guide  and  direct  the  future  growth 
of  the  collection.    A  copy  of  that  acquisitions  policy  appears  at  the  end 
of  this  section. 

As  the  library  collection  expands,  and  the  demand  for  professional 
level  services  increases,  any  library  acquisition     policy  must  be  period- 
ically reviewed  to  ensure  that  it  reflects  the  increased  responsibilities. 
In  addition,  any  established  book  selection  policy,    whether  written  or 
unv.rritten,   should  ensure  that  all  na^^ly  published  lav;  titles  quickly 
come  to  the  attention  of  the  librarian  through  such  standard  book  selection 
aids  as  the  following: 

(1)  Law  Books  in  Print,   supplemented  by 
Current  Law  Books  Published 

(2)  Current  Publications  in  Legal  and 
Related  Fields ,  or  the  Rothman  Green 
Slip  Service,  an  earlier  listing  of  titles 
which  later  appear  in  Current  Publications. 

(3)  Current  Acquisitions  Lists  from  other 
Libraries 

(4)  The  Weekly  Record 

(5)  LC  Proof  Slips  for  KF  Titles,   if  available 
from  the  state  library  at  modest  or  no 
cost;  otherwise,  the  expense  is  not  just- 
ified . 


^Current  Publications,  at  a  cost  of  $60  per  year,  would,  in  the  large 
majority  of  instances,  meet  the  needs  of  the  law  library  as  well  as  the 
Green  Slip  Service  costing  $400  per  year.    Although  the  "green  slips" 
provide  a  more  convenient  method  of  ordering  books  —  assuming  they 
may  be  legally  used  as  orders  in  Montana — their  main  purpose  is  a 
quick  reporting  of  newly  published  law  titles,  and  for  this  purpose  the 
additional  expenditure  of  $340  could  hardly  be  justified. 
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(6)  Publisher's  fliers  and  catalogs 

(7)  Book  reviews 

Currently,  the  Law  Library  relies  most  heavily  on  Law  Books  in 
Print,  Current  Law  Books  Published,  book  reviews  published,  and 
publishers'  blurbs.    Consideration  might  be  given  to  broadening    the 
selection  tool  base. 

Serial  control  records  are  presently  being  maintained  in  an  accurate 
and  professional  manner  through  the  standard  Kardex  system  of  recording 
supplementation  and  serial  publications  as  received.     This  system  pro- 
vides an  accurate  record  of  materials  received  as  well  as  missing  items 
which  must  be  claimed.    The  recording  of  serial  publications  on  the 
Kardex  is  not  yet  complete,  but  substantial  progress  has  been  made  and 
is  continuing . 
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LIBRARY  ACQUISITIONS'  POLICY 
August  1978 

GOAL 

The  goal  of  the  State  Law  Library  of  Montana  is  to  select,  acquire, 
organize,  maintain  and  make  accessible  materials  of  a  legal  nature, 
print  and  nonprint,  which  will  satisfy  the  informational  and  educational 
needs  of  the  Supreme  Court,  the  Legislatuve,  employees  of  the  State, 
members  of  the  State  Bar  of  Montana,  and  the  public. 

SELECTION 

Responsibility  for  selection 

Final  responsibility  for  the  selection  of  books,  periodicals,  and 
other  materials  rests  with  the  law  librarian.    Suggestions  for  purchases 
are  encouraged  from  the  users  and  the  staff  and  are  given  serious  con- 
sideration. 

Factors 

1.  Expressed  or  anticipated  interest  in  the  subject. 

2.  Contemporary  significance  and/or  permanent  value  of 
the  title  to  the  collection. 

3.  Scope  and  depth  of  the  existing  subject  collection. 

4.  The  authority  of  the  author  (no  author's  works  will  be 
excluded  from  the  collection  solely  because  of  his/ 
her  personal  history,  political  affiliation,  race,  sex 
or  cultural  background) . 

5 .  The  authority  and  reputation  of  the  publisher  or  pro- 
ducer. 

6.  The  technical  excellence  and  durability  of  the  format. 

7.  Availability  of  the  same  title  or  information  elsewhere. 

8.  Appearance  of  the  titie  in  special  bibliographies  or 
indexes . 

9.  Price. 

An  item  need  not  meet  all  these  criteria  in  order  to  be  acceptable. 
When  judging  the  desirability  of  materials,  any  combination  of  standards 
may  be  used. 

POLICIES  BY  FORMAT  OF  MATERIAL 

Books 

1.    Hardback  and  paperbacks.    When  there  is  a  choice,  hardback 
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books  are  preferred  to  paperbacks . 

Serials 

Periodicals.     Periodicals  are  purchased  for  one  or  more  of  the  follow- 
ing reasons: 

1 .  To  provide  current  information  not  yet  covered  in  book 
form . 

2.  To  supplement  and  enhance  the  total  collection. 

3.  To  serve  the  staff  as  book  selection  aids  and  profes- 
sional reading. 

Accessibility  of  contents  through  indexes,  cost  of  the  subscription 
in  relation  to  possible  use,  and  availability  of  the  title  in  nearby  libraries 
are  special  considerations  in  the  acquisition  of  periodicals. 

Other.     The  library  will  attempt  to  acquire  leading  legal  serials  of 
value  to  legal  research. 

Microforms 

Microforms  will  be  obtained  whenever  possible  for  materials  which 
require  large  amounts  of  space  but  are  not  heavily  used. 

Government  Documents 

Federal  documents.    As  a  selective  federal  depository,  the  library 
will  chose  most  classes  of  publications  of  a  legal  nature  to  be  received 
automatically  from  the  Government  Printing  Office.     Items  will  be  selected 
in  conformity  with  the  overall  selection  policy. 

Montana.    The  library  will  collect  materials  of  a  legal  nature. 

Other  States.    Session  laws  and  codes  (preferably  annotated) 
will  be  acquired.    Other  publications  will  be  treated  as  books  or  serials 
rather  than  as  a  unique  documents  collection. 

WEEDING 

Book  discarding  is  an  integral  part  of  collection  development  and 
maintenance.     It  is  through  the  process  of  selection  and  weeding  that 
a  vital,  useful,  and  well-kept  collection  is  maintained. 

In  general,  the  same  criteria  apply  to  weeding  as  are  used  in  the 
selection  of  new  materials.    Additional  considerations  are  physical  con- 
dition, the  number  of  copies,  and  research  value. 

REPLACEMENTS 

The  law  library  will  not  automatically  replace  all  materials  with- 
drawn because  of  loss,  damage,  or  wear.    The  same  criteria  that  apply 
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in  original  selection  will  apply  to  replacement  with  particular  attention 
given  to  the  following: 

1.  The  demand  for  the  specific  title, 

2.  The  continued  value  of  the  particular  title. 

3 .  The  availability  of  newer  or  better  materials  in  the  field. 
4  .     Number  of  copies  held  . 

DUPLICATION 

Multiple  copies  of  titles  may  be  obtained  when  there  is  an  expressed 
need.     Duplication  should  be  kept  to  a  minimum  but  materials  should  be 
in  sufficient  supply  to  make  the  library  a  dependable  source  for  most  of  the 
users  most  of  the  time. 
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J.  circulation 

Formal  circulation  policies  have  been  established  for  both  court 
and  non-court  library  patrons  . 

Court  personnel  may  borrow  bound  journals  and  treatises  by  filling 

out  paper  circulation  cards  which  ideally  list  call  number,  date  due,  volume 

number,  title,  borrower,  address  and  telephone  number.  (See:    page  69). 

Frequently,  hc^^ever,  only  a  portion  of  this  inforration  is  supplied  and  it 

is  often  in  handwritting  vdiich  is  difficult  to  read.     These  slips  are  left 
at   the   circulation   desk   v;here    they   are    filed.      f'.aterials   other 

than    treatises    and   bound    journals   nay   be   checked   out   by    signinc 

these   out   in   the   court   check-out   notebook. 

Non-court  personnel  may  borrow  only  bound  law  reviews  and  treatises 
which  must  be  returned  within  five  days.    An  individual  circulation  card, 
as  described  above,  is  filled  out  for  each  volume  checked  out  of  the 
library . 

Due  to  limited  staff,  the  circulation  desk  is  unmanned  and  the 
check-out  process  is  totally  "self-service".    While  the  circulation  policy 

may   be   too   restrictive   to   afford   raximura  utilization   of   the   collec- 
tion, it  is  understandable  in  light  of  recent  losses  and  inadequate  staff. 
At  such  time  as  additional  staff  is  available,  the  present  circulation 
policy  should  be  reevaluated  and  liberalized. 

Experience  has  shown  that  judges,  law  clerks,  and  attorneys  are 
quite  impatient  with  having  to  fill  out  numerous  lines  before  taking  a 
book  from  the  library.    The  check-out  procedure  could  be  simplified. 
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while  still  retaining  control,  if  the  patron's  activity  is  restricted  to 
merely  a  signature  and  phone  number.    This  would  involve  providing  a 
book  card  with  each  book,  each  card  carrying  identification  information 
about  the  book.    The  cost  of  preparing  such  cards  and  affixing  card 
pockets  to  each  volume  could  be  a  major  expenditure  for  the  backlog 
already  in  the  collection;  however,  it  could  be  easily  accommodated  for 
new  books  received  as  part  of  the  technical  services  process.    Perhaps 
through  work-study  funds,  students  could  begin  inserting  cards  in  pockets 
in  the  volumes  presently  in  the  collection.    The  project  would  provide 
a  more  accurate,  concise  and  current  control  of  circulation. 


STATE  LAW  LIBRARY 

Call  Number 

Date  Due 

Volume  Number 

Title 

Borrower 

Address 

Phone 

K.   Photocopying  Services 

The  Library  presently  has  a  Xerox  4500  located  in  the  hallway  out- 
side the  library  proper.    The  location  is  quite  inconvenient  for  library  use, 
but  space  limitations  leave  no  alternative.    Any  new  judicial  building 
being  considered  should  specifically  provide  for  a  single  room  for  photo- 
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copying  activities  located  within  the  library  complex. 

"Self-service"  photocopying  service  is  available  to  local  attorneys 
at  a  cost  of  5  cents  per  page,    a  rate  that  is  too  low  to  recover  operating 
costs,    especially    since    library    staff f   bills    attorneys,    at   bi- 
inonthly  intervals,   for  copies  made.     Out-of-town  attorneys  are  charged  15  cents 

per  page  for  which  the  library  donates  staff  time  and  absorbs  mail  costs. 
While  it  is  commendable  that  the  State  Law  Library  is  photocopying  and 
mailing  materials  to  attorneys  throughout  the  state,   it  is  questionable 
whether  continuing  this  mail  order  service  at  15  cents  per  page  is  Justified 
in  terms  of  mail  and  staff  costs.     The  Directory  of  Reproductive  Services 
indicates  that  many  libraries  have  now  instituted  a  minimum  service  charge 
of  $1  plus  10-15  cents  per  page  copied.     It  is  doubtful  that  a  price  increase 
of  this  type  would  decrease  the  demand  for  photocopy  service  from  busy, 
cost-conscious  attorneys. 

State  agencies  are  not  charged  for  copies  made;  rather,  such  costs 
are  absorbed  as  part  of  normal  library  service  operations  costs. 

L.     Bindir>g 

The  binding  of  current  periodicals  and  the  rebinding  of  selected  worn 
volumes  has  received  substantial  attention  by  the  library  staff  and  appears 
to  be  under  control.    While  a  number  of  older  volumes  have  heavily  worn 
bindings,  their  limited  use  probably  does  not  warrant  the  cash  outlay  of 
monies  best  spent  elsewhere. 
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Present  binding  services  are  provided  by  a  private  corpcration 
under  state  contract  at  a  cost  of  approximately  $5  per  bound  volume. 
However,  the  volumes  are  "casebound"  and  not  sewn.     The  binding  is 
of  a  marginal,  if  not  substandard,  quality.     Efforts  should  be  made  to 
have  the   current  binder  upgrade  the  quality  of  binding  or  other  alternatives 
should  be  explored  for  handling  library  binding  requirements. 

Any  extensive  rebinding  program  for  older  volumes  should  be 
delayed  until  such  time  as  more  pressing  needs  of  the  library  are  met.  . 
At  present,  it  appears  the  binding  budget  for  1977-78  is  adequate  to 
preserve  the  current  collection. 

M.     Exchanges 

The  State  Law  Library  presently  has  ongoing  exchange  agreements 
for  Montana  Reports ,  the  Revised  Codes  of  Montana  and  Montana  Session 
Laws  for  similar  material  from  other  states.    Session  Laws  for  current 
years  are  presently  being  received  from  all  50  states  pursuant  to  the 
exchange  agreement  and  the  great  majority  of  state  codes  are  similarly 
received,  with  only  a  very  small  number  requiring  purchase. 

While  the  library  exchanges  Montana  Reports  for  similar  materials 
from  other  states ,  the  state  court  reports  received  on  exchange  are 
mailed  directly  to  the  University  of  Montana  Law  Library  in  Missoula. 

Some  years  ago,  due  to  stringent  space  restrictions,  all  official 
state  reports  prior  to  the  beginning  of  the  National  Reporter  System  were 
shipped  to  the  Law  Library  at  the  University  of  Montana  for  storage. 
The  State  Law  Library  now  relies  totally  on  the  National  Reporter  System 
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for  case  law  from  other  states. 

At  such  time  as  a  new  building  becomes  a  reality,  or  additional 
space  in  the  existing  building  becomes  available,  efforts  should  be 
made  to  obtain  the  return  of  the  official  reports  from  the  University, 
maintain  the  ongoing  exchange  agreements,  and  add  the  new  volumes  to 
the  collection  of  the  State  Law  Library  as  received. 

The  State  Law  Library  has  a  complete  collection  of  session 
laws  from  all  other  states  either  in  microfiche  or  hard  copy.    Current 
hardbound  volumes  of  session  laws  received  pursuant  to  the  exchange 
agreement  are  retained  only  until  the  microfiche  form  is  available  and 
then  are  discarded. 

The  exchange  program  is  being  administered  in  an  excellent  fashion, 
It  should  unquestionably  be  continued  and     scpanded  as  long  as  the 
materials  for  exchange  purposes  can  be  obtained  by  the  State  Law  Library 
without  the  expenditure  of  library  funds.    With  the  library's  limited 
operating  budget,  it  would  be  unwise  to  consider  purchasing  materials 
for  exchange  purposes. 

N.  T.ihrary  Hours 

The  State  Law  Library  is  staffed  from  8:00  a.m.  -  6:00  p.m., 
Monday  through  Friday.    It  is  anticipated  that  the  hours  will  be  extended 
from  6:00  p.m.  -  10:00  p.m.,  Monday  through  Friday  should  the  addi- 
tional one-half  time  clerk  be  hired . 
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After-hour  access  to  the  library  is  provided  in  the  most  casual 
manner  by  obtaining  a  key  to  the  library  from  the  security  desk  located 
in  the  capitol  building  lobby.    The  key  is  available  virtually  upon  a 

request  and  no  effort  is  iriade  to  detemine  v^ether  the  person 
obtaining  the  key  is  an  attorney  or  has  a  legitimate  need  for  library 

access.     Furthermore,   in  nunerous  instances,   the  door  is  left  unlocked  by 
the  person  obtaining  the  key,  thus  making  the  library  accessible  to  any- 
one who  may  care  to  enter. 

This  lack  of  security  has  resulted  in  substantial  book  losses   with 
accompanying  replacement  costs.    Efforts  should  be  made  immediately 
to  tighten  library  security  during  those  hours  when  the  library  is  not 
staffed.    It  may  well  be  advisable  for  the  Supreme  Court,  by  rule,  to 
restrict  after-hour  access  to  the  library  to  state  officers,  or  their  staff, 
who  require  access  as  part  of  their  official  duties.    Re-keying  of  the 

library  doors  should  also  be  done  as  soon  as  possible. 
O.     Records  and  Briefs 

Current  appellate  briefs  filed  in  cases  heard  by  the  Montana  Supreme 

Court  are  not  bound  and  are  individually  shelved  in  the  main  library. 
The  binding  of  briefs  was  discontinued  in  the  1960's  and  has  not  been 
reinstated.     The  State  Law  Librarian  reports  the  briefs  are  little  used 
by  the  practising  bar  or  court  personnel— a  somewhat  surprising  fact  in 
light  of  the  substantial  use  appellate  briefs  receive  in  many  supreme 
court  and  state  law  libraries . 

A  project  is  presently  underway  to  microfilm  briefs  and  records  of 
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Montana  Supreme  Court  cases  from  the  earliest  territorial  period  to  date. 
Presently,  the  microfilming  program  has  been  completed  to  approximately 
1900,  although  none  are  presently  available  for  use.    The  microfilming 
program  has  been  in  operation  for  approximately  one-two  years. 

If,  in  fact,  the  appellate  briefs  are  little  used,  they  should  be 
removed  from  the  valuable  shelf  space  they  are  presently  occupying  in 
the  main  library  to  some  less  desirable  storage  area.    It  would  further 
be  desirable  to  physically  attach  together  all  briefs  filed  in  a  particular 
case  by  either  "flush-cut  binding"  or,   plastic  or  raetal  fasteners. 

As  portions  of  the  microfilming  project  are  completed,  copies  of 
the  microfiche  should  be  filed  in  the  State  Law  Library  as  a  permanent 
depository  item. 

P.  Depository  Status 

Pursuant  to  P.L.  92-368,  enacted  August  10,   1972,  the  State  Law 
Library  of  Montana  became  a  selective  depository  for  U.  S.  government    - 
publications.     The  depository  status  has  resulted  in  the  library's  acquiring 
a  very  complete  collection  of  federal  governmental  documents  at  little 
or  no  cost  other  than  the  staff  time  required  to  service  and  maintain  the 
collection.    The  State  Law  Librarian  has  shown  extremely  good  judgment 
in  selecting  only  those  items  appearing  in  the  List  of  Classes  of  United 
States  Government  Publications  Available  for  Selection  by  Depository 
Libraries .      All  of  the  items  presently  received  by  virtue  of  the  depository 
status  are  those  items  any  state  law  library  would  require,  including 
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federal  administrative  agency  opinions  and  decisions  and  federal  statutory 
materials.    A  representative  list  of  the  materials  currently,  or  soon  to 
be,  received  is  set  forth  below.     Few  meaningful  additions  could  be 
made  to  this  list  from  materials  presently  available  which  would  enhance 
law  library  service: 


Selected  Federal  Documents  Received 
Pursuant  to  Selective  Depository  Status 

Civil  Aeronautics  Board.    Reports  . 

Federal  Communications  Commission.    Federal  Communications  Commis- 
sion Reports . 

Federal  Communications  Commission.    Federal  Communications  Commis- 
sion Reports,  2d  series. 

Federal  Communications  Commission.    Federal  Communications  Commis- 
sion Reports,     (weekly) 

Civil  Service  Commission.    Digest  of  Significant  Decisions. 

Environmental  Protection  Agency.    Legal  Compilation,  Statutes  and  Legis- 
lative History,  Executive  Orders,  Regulations,  Guidelines  and 
Reports  . 

Federal  Power  Commission.    Opinions  and  Decisions .     (bound  volumes) 

Health,  Education  &  Welfare  Department.    Social  Security  Administration 
Social  Security  Rulings,  Cumulative  Bulletins. 

Federal  Trade  Commission.    Decisions  . 

General  Accounting  Office.     Decisions  of  the  Comptroller  General. 

General  Accounting  Office.     Index-Digest  of  Published  Decisions  of 
Comptroller  General. 

Government  Printing  Office.    Assistant  Public  Printer  (Superintendent  of 
Documents) .    Monthly  Catalog,     (monthly) 

Government  Printing  Office.    Federal  Register  Office.    Code  of  Federal 
Regulations  of  the  United  States  of  America. 

Government  Printing  Office.    Federal  Register  Office.    Federal  Register. 
(daily) 

Government  Printing  Office.    Federal  Register  Office.    Public  Papers  of 
Presidents  of  United  States,     (annual) 

Government  Printing  Office.    Federal  Register  Office.    Slip  Laws  (public) 

Government  Printing  Office.    Federal  Register  Office.    Statutes  at  Large. 

Government  Printing  Office.    Federal  Register  Office.    United  States 
Government  Manual,     (annual) 

Interior  Department.    Decisions  of  Department  of  Interior,     (bound) 
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Interior  Department.     Decisions  of  Department  of  Interior.     Index- Digest. 
(semi-annual) 

Interstate  Commerce  Commission.    Advance  Bulletin  of  Interstate  Com- 
merce Acts  Annotated  (2d  series). 

Interstate  Commerce  Commission.     Interstate  Commerce  Act. 

Interstate  Commerce  Commission.     I.C.C.  Reports  . 

Interstate  Commerce  Commission.     Rules  of  Practice. 

Interstate  Commerce  Commission.    Reports,   Motor  Carrier  Cases. 

Interstate  Commerce  Commission.     Reports  . 

Justice  Department.    Administrative  Office  of  U.S.  Courts.     Federal  Pro- 
bation,    (quarterly) 

Justice  Department.    Administrative  Office  of  U.S.  Courts.     United  States 
Court  Directory,     (annual) 

Justice  Department.    Official  Opinions  of  Attorneys'  General,     (bound 
volumes) 

Judiciary.    Court  of  Claims .     Court  of  Claims  Reports. 

Judiciary.     Court  of  Customs  and  Patent  Appeals.     Customs  and  Patent 
Cases  Adjudged. 

Judiciary.    Customs  Court.    Reports . 

Judiciary.    Supreme  Court.    Supreme  Court  Decisions  (preliminary  prints — 
advance  parts) 

Judiciary.    Supreme  Court.     Supreme  Court  Decisions:     (decisions  In  indi- 
vidual cases) . 

Judiciary.    Supreme  Court.     United  States  Reports. 

Judiciary.     Tax  Court.     Reports . 

Judiciary.     Tax  Court.    Rules  of  Practice. 

Judiciary.     Tax  Court.    Regulations,  Rules,   Instructions. 

Judiciary.     Federal  Judicial  Center.    Report  FJC-R  (series) 

Labor  Department.     Employment  Standards  Administration.     Labor  Law  Series. 

Library  of  Congress .     Library  of  Congress  Information  Bulletin,     (weekly)" 

Library  of  Congress .     Quarterly  Journal  of  Library  of  Congress. 

Library  of  Congress  .     Copyright  Office.     Bulletins  . 

Congressional  Research  Service.    Digest  of  Public  General  Bills  and  Reso- 
lutions . 

Library  of  Congress .     Processing  Department.     Monthly  Checklist  of 
State  Publications. 

National  Labor  Relations  Board.    Court  Decisions  Related  to  National 
Labor  Relations  Act. 

National  Labor  Relations  Board.     Decisions  and  Orders. 

National  Labor  Relations  Board .     Classified  Index  of  National  Labor  Rela- 
tions Board  Decisions  and  Related  Court  Decisions. 

National  Labor  Relations  Board.     Digest  of  Decisions:    Annual  Supplements. 

State  Department.     Treaties  and  Other  International  Acts  Series. 

State  Department.     Treaties  and  Other  International  Agreements . 

State  Department.    Treaties  in  Force. 
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Securities  and  Exchange  Commission.     Decisions  and  Reports. 

Treasury  Department.     Customs  Bulletin. 

H-easury  Department.     Internal  Revenue  Service.     Internal  Revenue  Bul- 
letin,    (biweekly) 

Treasury  Department.     Internal  Revenue  Service.     Internal  Revenue  Bul- 
letin--Cumulative  Bulletin,     (semi-annual) 

■n-easury  Department.     Internal  Revenue  Service.     Index-Digest  Supple- 
ment System:    Service  1,   Income  Tax. 

Treasury  Department.     Internal  Revenue  Service.     Index-Digest  Supple- 
ment System:    Service  1.   Estate  and  Gift  Tax. 

Treasury  Department.     Internal  Revenue  Service.     Index-Digest  Supple- 
ment System:    Service  3.   Employment  Tax. 

Treasury  Department.     Internal  Revenue  Service.     Index-Digest  Supple- 
ment System:    Service  4,   Excise  Taxes. 

Transportation  Department.     National  Highway  IVaffic  Safety  Administra- 
tion .     Traffic  Laws  Commentary. 

Transportation  Department.     National  Transportation  Safety  Board. 

Decisions . 
Congress.     House  of  Representatives.    Office  of  the  Uw  Revision  Counsel. 

District  of  Columbia  Code. 
Congress.     House  of  Representatives .    United  States  Code  and  Supplements. 

Congress.    Congressional  Directory. 

Congress.  Congressional  Record  (bound)  (potentially  available  on  micro- 
fiche) 

Congress.  Congressional  Record  (daily)  (potentially  available  on  micro- 
fiche) 

Congress.     Public  Bills  and  Resolution— House  and  Senate  (potentially 

available  on  microfiche) 
Congress.     House  and  Senate  Reports  on  Public  Bills   (unnumbered-unbound) 

(potentially  available  on  microfiche) 
Occupational  Safety  and  Health  Review  Commission.    Administrative 

Law  Judge  and  Commission  Decisions  (microfiche) 


Q.  Library  Paging 

Until  some  months  ago,  the  library  provided  a  personal,  time-con- 
suming paging  system  for  attorneys  working  in  the  library.    Very  expensive 
staff  time  was  being  spent  searching  for  patrons  who  may  or  may  not  have  been 
working  in  the  library.    That  procedure  has  since  been  changed  to  one  of 
accepting  the  phone  calls  and  posting  a  notice  of  its  receipt  on  a  bulletin 
board  above  the  telephone  located  in  the  main  library.    While  this  is 
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less  expensive  in  staff  time  than  searching  the  library  stacks  for  an 
attorney,  it  is  still  wasteful  of  extremely  limited  staff  time.    Regular 
staff  duties  must  cease  while  the  message  is  taken  and  posted.    It  is 
not  at  all  uncommon  for  state  law  libraries ,  county  law  libraries ,  and 
bar  association  libraries  to  install  electronic  paging  systems.     However, 
these  systems  are  not  inexpensive  and  there  are  definitely  library  pro- 
grams which  should  receive  priority  for  the  limited  funds  available. 

As  an  alternative  to  receiving  attorneys  phone  calls  and  posting 
a  message,  it  may  be  that  library  patrons  should  be  informed  that  no 
longer  will  personal  calls  be  received  in  the  State  Law  Library;  however, 
if  they  expect  messages,  a  public  phone  in  the  Library  is  available  to 
them  to  contact  their  office.     A  policy  of  this  type  would  totally  free 
the  limited  staff  from  "personalized  answering  services"  and  allow  the 
time  to  be  used  for  more  productive  library  duties. 


R.     Interlibrary  Comunications 

The  State  Law  Librarian  has  established  an  excellent  interlibary 
communications  program  with  law  libraries,  not  only  at  the  University  of 
Montana  in  Missoula,  but  with  libraries  in  the  Northwest  and  other  parts 
of  the  country  as  well.    This  program  has  resulted  in  the  library  being 
able  to  obtain  through  interlibrary  loan,  or  by  phone,  quick  and  accurate 
information  required  by  the  Supreme  Court  or  other  library  patrons.    Con- 
siderable effort  has  been  dedicated  in  developing  and  expanding  this  pro- 
gram.    Ihose  efforts  are  now  bearing  fruit.     Ihe  program  is  an  excellent 

one  and  shoiiLd  be  continued  and  expanded. 
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III.      STTTIIIARY    OF    RECOMMTN  DAT  IONS 


•        Existing  statutes,  rules  and  regulations  governing  the 
State  Law  Library  should  be  re-examined  by  the  Supreme 
Court  in  consultation  with  the  State  Law  Librarian.     The 
statutes  and  regulations  should  be  amended  as  necessary 
to  accurately  describe  the  goals,  objectives,  operations  and 
responsibilities  of  the  Library,  and  the  Supreme  Court 
should  actively  support  the  Librarian  in  achieving  these  objec- 

tives .  J  •       *  ^^^ 

The  rules  and  regulations  should  guarantee  a  direct  and 
continuing  channel  of  communications  between  the  Supreme 
Court  and  the  Librarian  relative  to  all  policy  or  program 
developments  of  the  judicial  system  potentially  impacting 
on  library  services. 

•        Library  staff  should  be  increased  to  the  recommended 
level  of  7.5  FTE's  by  adding  the  following  positions: 

(a)  1  professional  reference/circulation  librarian 

(b)  1  catalog  librarian 

(c)  1  secretary/oookkeeper 

(d)  2  clerk  typists 

The  present  staff  level  is  far  below  the  minimum  recom- 
mended and  is  totally  inadequate  to  meet  existing  workload 
demands.    All  areas  of  library  service  are  ^^^%'/^y^\^''}lt' 
Solutions  to  numerous     library  problems  have  effectively  been 
precluded.    These  problems  will  become  more  complex  and 
costly  in  their  solution  if  further  delayed-especially  as 
service  demands  increase. 

t  An  organization  of  recommended  library  staff  sho^uW 

be  established  along  the  lines  recommended.     Detaded  job 
descriptions  should  be  prepared,  setting  forth  the  duties 
and  responsibilities  of  existing  and  recommended  staff  pos- 
itions . 

I  An  amended  budget  request  should  be  made  to  the 

1979  Legislature  for  funds  to: 

(a)    increase  staff  FTE's  to  the  recommended  level, 
and 
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(b)    provide  additional  funds  for  the  book  and  equip- 
ment budget. 

The  existing  book  budget  appears  considerably  below  the 
national  average  for  libraries  of  comparable  size  (5  0,000- 
60,000  volumes)  as  evidenced  by  the  1978  Survey  set  forth  in 
the  report.    The  treatise  portion  of  the  collection  should 
receive  priority  treatment  in  collection  development. 

Basic  equipment  purchases--such  as  typewritters  —  have 
not  been  budgeted,  and  are  badly  needed. 

f        Work  space  for  library  staff  is  far  below  recognized  min- 
imum standards,  and  productivity  suffers  accordingly.    Addi- 
tional work  space  should  be  permanently  assigned  to  the 
Library,  especially  both  offices  located  at  the  end  of  the  main 
library.     This  additional  space,  while  not  solving  the  problem, 
will  afford  some  essential  relief.    A  small  work  space  area 
might  be  established  on  the  library  mezzanin  level  for  the 
secretary/bookkeeper;  however,  the  area  would  be  totally 
inadequate  for  cataloging,  acquisitions  or  reference  functions. 

f  The  library  collection  should  be  severely  "weeded". 

Considerable  material  presently  occupying  valuable,  and 
limited,   shelf  space  should  be  summarily  discarded  as  being 
worthless;  other  materials  should  be  moved  from  the  main 
collection  to  storage  shelves  in  the  basement,  freeing  addi- 
tional shelf  feet  for  growth  and  development  of  the  more 
heavily  used  collection. 

The  "weeding"  process  will  require  time  and  thought; 
it  can  only  be  done  by  the  Librarian.     Careful  consideration, 
and  expert  advice  as  to  value,  are  necessary  to  determine 
the  proper  disposition  of  the  English  and  Canadian  materials 
presently  in  basement  storage  and  on  library  shelves. 

t       Current  level  emphasis  on  cataloging  and  classifying 
the  collection  should  be  continued. 

*       Consideration  should  be  given  to: 

(a)  discontinuing  totally  a  "message  receiving" 
service  for  library  patrons; 

(b)  increasing  photocopying  charges  to  more 
closely  approximate  a  reasonable  cost 
recovery . 

§       As  increased  staffing  needs  are  met,  liberalization  of  exist- 
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ing  circulation  policies  should  be  reconsidered. 

•        Tighter  security  controls  relative  to  evening  and  weekend 
access  to  the  library  should  be  established  by  rule  or  regula- 
tion.   Present  procedures  are  ineffective  to  protect  the  library 
collection  and  still  provide  reasonable  access  to  those  with 
legitimate  needs. 

t         The  quality  of  library  binding  should  be  re-examined. 
It  is,  at  best,  marginal,  and  higher  standards  should  be 
required . 

,         Additional  cooperation  in  areas  of  mutual  f  ^^^f  ^^^^^^^^^^^^ 
be  undertaken  with  the  University  of  Montana  Uw  School  Library 
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APPENDIX  A 


Illustrative  Specifications  for 
Rpcommended  Position  of  Reference/Circulation  Librarian 
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ch  additional  ihrria  If  netnaary. 


«VOIK   PERFOIMED 


Direct  activities  of  reader  services  division  including  reference  and 
circulation  departments;  coordinate  services  with  other  departments. 

Responsibility  for  providing  reference  services  to  all  patrons  of  the 
law  library  specifically,  but  not  limited,  to  persons  from  offices  listed 
below.    Provide  specialized  instruction  in  legal  research  techniques 
to  users  of  the  law  library. 

Supreme  Court  Offices 

Court  of  Appeals  Offices 

Attorney  General  Offices 

Legislative  Committees  and  Staffs 

Governor' s  Office 

State  government  agencies,  commissions,  and  boards 

State  Library,  all  other  libraries  in  Washington  and  from  other 
states 
':  County  prosecuting  attorneys,  city  attorneys 

Other  states'  legislatures  and  government  offices 

Residents  ofWashington  correctional  Institutions 

PubUc 

Responsibility  for  the  supervision  of  day-to-day  activities  of  the  entire 
law  library,  when  the  Director  Is  away  from  office,  In  accordance  with 
established  policies  and  procedures,  exercising  considerable  judgment 
in  the  Interpretation  of  these  policies. 

(Continued  on  attached  sheet) 
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■cr^te  «.  e»pioy,«.  »,h,  -m^..' _  '_         _      Libr_aiy_i:echaicJan_lILi.Circulation — 

'  -Paoe  Clerk  ^ 


•Page  Clerk 


•Page  Clerk 


WORK  PERFORMED     (cont.).  LIBRARY  SPECIALIST 

Assist  the  Director  in  formulating  and  developing  plans  to  promote  improved 
library  services  to  Supreme  Court;  assist  Director  in  consultation  with 
county  law  libraries  in  Washington,  for  improving  services  on  county  level. 

Prepare  specific  legal  bibliographies  for  use  by  Supreme  Court  and  court 
personnel. 

Prepare  reports  to  assist  Director  in  preparation  of  budget  requests. 

Develop  library  surveys,  studies,  and  statistics  as  required  for  use  in 
planning  for  Ifuture  growth,  and  for  other  purposes. 

3%  Supervise  interlibrary  loan  program  with  all  other  libraries  in  Washington  and 

throughout  the  United  States. 

1%  Supervise  personnel  responsible  for  maintenance  of  entire  collection  for 

accessibility  and  completeness. 

1%  Assist  Director  in  personnel  selection  and  employee  evaluation;  respon- 

sibility for  training  new  personnel  in  readers'  services. 

2%  Evaluate  existing  materials  and  services;  recommends  new  materials  and 

services  to  Director  for  purchase. 

2%  Evaluate  existing  policies  and  procedures  and  recommends  changes  to 

Director.    Assist  Director  in  implementing  new  policies. 

1%  Deliver  talks  before  groups  of  legislative  researchers,  students,  and 

.others  on  legal  research  and  us.e  of  law  library  services,  as  required. 

4%  Conduct  automated  law  searches  {computer).'-  supervise  trainee  In  auto- 

mated law  searches. 

1%  Supervise  candidate  for  law  llbrarianship  degree  during  annual  field-work 

course,  in  the  law  library;  prepares  evaluation  of  candidate's  success 
during  field-work. 

1%  Participate  in  professional  association  activities. 

1%-         Maintain  statistics  of  dally  division  output  to  measure  quantity  of  services. 

1%  Perform  other  work  as  required  by  Director. 
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Requests  from  law  library  readers,   by  telephone,   and  by  correspondence  from  persons  and 


offices  H5;tpd  in  no.   10  (Work  Performed)  and  from  Director  who  also  receivesj[efluests_-trQm_ 
these  persons.      General  and  Infrequent  direct  Instruction  from  Director. 
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Regular  review  of  incoming  work  by  Director  Including  frequent  discussions  on  how  to 
Improve  service  to  readers.    Quality  of  work  product  can  be  measured  and  tested  by — 
increased  volume  of  Incoming  work,  and  comments  of  readers.   


DrM-rtbr    ro«r    (•Alftrli    *ritk    dcpanm^nlt    oiKrr    ikan    Y^*»'    v***.    «v!lh    »«ilt>^    org.niultQni,    and    wilh    the    (rnrral  public. 

Each  person  reguesting  Information  is  a  contact  and  our  function  is  to  provide  Information 
or  assistance  in  the  use  of  materials.     Contacts  with  other  librarians  and  agencies  are  for 


purpose  of  cooperatioh"  in  providing  information  to  readers.     Difflnnlries  are  scarce, 
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STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 
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Baak  Quallftiatloiu 


Bachelor's  degree  from  accredited  college  or 


Masters  degree  from  accredited  library  school 


Minimum  of  5  years  in  a  major  law  libreiry  wi  h  experience  in  all  areas 


of  library  operations — acquisitions,  catalogiig  and  classification,  clrculatio 


and  reference. 


Certification  by  American  Association  of  Law 


Additional  Dnirabtr  QualiKratioai 


university. 


Libraries. 


Cemmnu  ea  iW  above  •uicmmu  e(  tht  caplorcc  and  tbc  aupervboc.  ladicalc  anr  inacnincio  or  uairmrni  witti  which  TMi  disatr««. 

Description  accurate  a 


Position  already  classified  as  Library  Specialist  in  accordance  with  specifications 
adopted  by  State  Dent,  of  Personnel,  ropy  attached.     Salary  rate  set  In  accordajjce. 
with  Dept.  of  Personnel  Compensation  Plan. ] 


Otpartmrnt  Hrad*a  Sirnatort, 


State  Law  Library 
Specifications  for  Class  of 
LIBRARY  SPECIALIST 


DEFINITION  OF  WORK 


Directs  major  division  of  library,  library  program  of  unusual  mag- 
nitude or  complexity,  or  group  of  services;  or  is  responsible  for  specific 
areas  of  competency  requiring  extensive  specialized  training  and/or 
experience.  .^^ 

EXAMPLES  OF  WORK  PERFORMED    (Any  one  position  may  not  Include  all 
of  the  duties  listed,  nor  do  the  examples  cover  all  the  duties  which  may 
be  performed.) 

Plans,  organizes  and  directs  work  of  reader  services,  legislative 
reference,  library  development  programs  or  other  comparably  complex 
library  activity  or  program . 

Assists  in  making  decisions  on  selection,  acquisitions,  ordering 
and  maintenance  of  all  law  materials  necessary  to  serve  all  branches  of 
state  government,  the  state  bar,  other  libraries,  and  the  general  public 
throughout  the  state. 

Prepares  preliminary  budget  estimates  for  division  or  program. 

Assists  In  personnel  selection  and  performance  evaluations. 

Coordinates  work  of  divisions  or  programs  and  of  the  professional 
staff  administering  these  services. 

Assists  in  formulating  policies  and  programs. 

Regularly  evaluates  service  or  program  and  recommends  necessary 
policy  change. 

Prepares  reports  and  correspondence  concerning  a  division  or  pro- 
gram. 

*  Assists  In  developing  programs  to  more  efficiently  serve  library's 

clientele. 

Maintains  regular  coordinating  contacts  with  other  libraries  and 
agencies  of  state  government. 


Consults  with  librarians,  li*^'ary  trustees ,  governmental  officials, 
and  others  on  problems  connected  with  establishment,  improvement  and 
administration  of  law  libraries. 

Makes  library  surveys  and  evaluates  administrative  policies; 
analyzes  existing  situations  and  recommends  improvements. 

Represents  State  Law  Librarian  in  contacts  with  public,  profes- 
sional organizations  and  conferences,  as  necessary;  talks  before  interested 
groups;  participates  in  professional  organization  activities. 

Performs  other  related  work  as  required. 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of  principles  and  techniques  of  professional  library  administra- 
tion, organization  and  procedures;  purpose,  objectives,  programs  and 
activities  of  library. 

!    knowledge  of  techniques  of  effective  supervision  and  management. 

Knowledge  of  library  budgets  and  finance. 

Knowledge  of  problems  and  policies  involved  in  various  phases  of  library 
operations,  methods  and  procedures;  public  relations  principles  and 
practices. 

Ability  to  plan,  organize  and  direct  the  work  of  a  major  division,  library 
program,  consultative  services,  or  crroup  of  activities . 

Ability  to  analyze  professional,  administrative  and  operational  problems 
and  make  recommendations  for  their  solution;  anticipate  and  recommend 
needed  changes  in  methods  and  procedures. 

Ability  to  establish  and  promote  cooperative  relations  with  public  officials, 
civic  groups  and  Individuals . 

Ability  to  coordinate,  supervise  and  train  personnel. 

Ability  to  compile  data,  and  make  surveys  and  prepare  reports. 

«  Ability  to  speak  and  write  effectively. 


MINIMUM  QUALIFICATIONS 

A  Master's  degree  In  Library  Science  from  an  accredited  library  school. 

AND 

Four  years  of  experience  as  a  professional  librarian  directing  a  major 
library  division  or  program;  experience  in  a  state,  county  or  law  school 
library  comparable  in  size  and  service  responsibilities  to  the  Washington 
State  Law  Library  is  highly  desirable. 
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Readers'  Services  Dept. 


1.    PUrr   of    Work    or   Hr>d<lu>rtrr> 

Temple  of  Justice. 


».  U  TovT  work  B  r«ll-Tinv»?  Q  F»rl-Tim»T  O  Yrmr-ro»n4T 

O  St»»onal  ♦  D  T«npor»rr  T 

If  work  U  ics«e»al.  (cmpororr,  or  p»rt-Umt,  ImiicoU  part  of  y»r  or  proportion 

of    full-limc:  ^ ■ 


1.   Do  70U  rrcci»r  on^  mainlrnoncr   (room.  mraU.  Uundrj.  rU)   In  oddilion  U  /our 
cull  uUrr  ?  O  Y«     Of  tie 


Irvrr.bf  briow  in  drtiil  the  •rork  rou  do    Uk  four  o.n  wordi.  and  m.kt  TOur  dncripl.on  »  clear   th.t  periom  unlamil.jr  -ilh  your  work  can  undcm.nd  whal  you  do. 
Liiach  addiiiotul  ihcvti  If  n^naary.  


IMI 


% 


% 


i% 


r% 


% 


[% 


WOIK   PflKttMEO 


Assume  responsibility  for  major  portion  of  circulation  functions,  including 
calling  in  overdue  material,  of  State  Law  Library.    Assists  patrons  in 
obtaining  needed  material  through  use  of  such  library  aids  as  the  public 
card  catalog.  Index  to  Legal  Periodicals,  Index  to  Canadian  Legal 
Periodicals,  and  Periodical  Articles  Related  to  Law.    Receives  requests 
for  information  by  telephone,  mail  or  personal  requests  from  Justices 
and  staff  of  Supreme  Court,  Court  of  Appeals,  private  and  public  attorneys 
law  schools,  college  and  university  libraries,  federal  courts,  state 
agencies  and  legislative  staff,  as  well  as  out  of  state  libraries,  especially 
from  Idaho,  Montana,  Oregon,  California  and  Alaska. 

Supervise  all  activities  of  Periodical  Reading  Room  and  treatise  collec- 
tion, including  responsibility  for  training  and  supervision  of  part-time 
assistant,  whose  primary  responsibility  is  filing  loose-leaf  services. 

Provide  certain  basic  reference  functions  as  required,  referring  patrons 
to  librarians  for  professional  services. 

Assist  in  compiling  periodicals  for  binding  according  to  established 
standards,  and  provide  supervision  and  guidance  to  Library  Technician  II- 
Court  of  Appeals  in  this  function,  as  required.  ' 

Maintain    Current  Index  to  Legal  Periodicals  file,  and  all  microfilm 
and  microcard  collections. 

Assist  in  compiling  statistics  measuring  extent  of  use  of  library  collec- 
tion. 


UAVE    tLANK 


(Continued  on  attached  sheet) 

.  Name  and  Titk  of  Your  Imncdiaic  Suprrriaor: 

- Library  Specialist __^ . 

.    CiT«  Ihc  wama  and  payroll  «lll<i  of  emploxCT  ym   aiipcrviar.  If  »«  or  fewer.  If  \r>u  lupcr.iK  mort  than   6re  cn.plo»«i,  five   the  number   nndet  each   iHle.   If  you 

tapmlar  ■»  riployfii.  wrilf  "mOKr.-  "^ .^  '"3  06 \^  IQTK 


WORK  PERFORMED  Library  Technician  III— Circulation 

1%  Assist  patrons  in  use  of  library  equipment,  as  required. 

1%  Perform    other  duties  as  required. 


IS     Mkchiriri  or   eouiprrrnt  umnJ   rtiTuUrljr   In   your  work.  Give   p^T  renX  cf  limr  »prnl    lf>  rpfrtl.on   ©f  f»rh: 


Typewriter 

7    * 

Teleohone 

10  * 

Xerox 

5  -^ 

,4     WhAi  Art-  ihr  nsturr  and  rKimi  m(  niMn»rtiom  you  rrrrivr  rrfardmf  your  «rork* 

Established  Library  procedures  are  followed.     Specific  Instructlor^s  are  given  on  special 


requests  or  assignments 


IS.   What  mrt  nature  and  cstf  nt  of  t4ir  rhrck  or  rvvirw  of  your  work  ? 

Dally  discussion  with  Library  Specialist.     Comments  from  Library  patrons  Is  an  Indication 
of  satisfactory  work  performance.  


16     Drvribr    your- reniftTit    wiih    dcpanmrnu   cMker    than    your    owa,    with   ouuidr    or|aniuiion«,    and    with    iKe    vrnrtftt  public. 

By  requests  for  library  materials  from  law  firms,  attorneys,  law  school  libraries,  colleoe 


libraries,  corporation  libraries,  other  state  agencies,  federal  courts  and  ronrtci  of  lower 
jurisdiction. 


CERTIFICATION:      I  ttriity  tt»t  llw  *bOTC  snivtra  kr*  n|t  own  and  ar*  accaraU  and  rompUU. 
lair ~  T  tmployc«*»  Sif  naturr 


STATEMENT  OF  GENERAt/SUPERVISOR 


^ 


17.  Comment  on  itatrmfnU  of  rmployrc.  IndicsU  any  cxccptiont  or  Addition*. 

Statement  of  duties  is  accurate, 


II.  What  do  yoQ  ronaidrr  thr  most  important  duties  of  U^tt  pot  it  ion  T 


Circulation  and  interlibrary  loan  services. 


t.  Don  tkii  poaftion  iavolTC  typinv? 
D  No 
iS  Y«a  —  Clv«  %  •(  tim*  apcnt  !■  typlnc 


29.  Dort  this  position  Invelvr  shorthand? 

e  No 

Q  Ym  —  Ci«(  %  of  time  spfnt  In  takini  shorthand. 


.   Gcnenl  Supcr.iior'i  Sif  nsiurc 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 


El.  IndicaU  tK«  qualifiratiena  whieb  you  tKink  aHoatd  W  required  In  ftlling  »  future  vacancy  In  thii  poeltlon. 
of  the  indiTidual  wKo  now  areupica  IL 

Ktrp  th«  position  it*«lf  In  mind  rathrr  than  the  aualiRcat 

Basic  Qualiftratlont 

Additional  Dnirablf  QualiArations 

'luration.  (rneral: 

Basically  those  qualifications  established  fcl 

»r  Library  Technician  III  as 

established  by  Dept.  of  Personnel  specifica 

ions,  with  law  library 

r  iirefnatonaJ: 

experience  being  hiahlv  desirable. 

.xperlenec.  length  In 
rara  and  kind: 

r  rrcialratian: 

bilitiea.  and  akilla: 

Z.  Comromi  on  the  above  auiemcnu  of  the  employee  and  the  aupcrvlsor.  Indicate  any  Inaccuracies  or  stalement  wiih  which  you  diugrec. 


Description  accurate. 


Position  already  classified  as  Library  Technician  III  in  accordance  with  specifications 

adopted  by  State  Deot.  of  Personnel,  copy  attached.    Salary  rate  set  in  accordance 

with  Dept.  of  Personnel  Compensation  Plan. 


>al._    _■  — 


Departmrnt  Head's  Sirna1urr_, 


O*** 


State  Law  Library 
Specifications  for  Class  of 
LIBRARY  TECHNICIAN  III 


DEFINITION 


Perform  specialized  paraprofessional  library  media  tasks  under  general 
direction,  involving  acquistions ,  cataloging,  circulation,  or  reference 
work  in  the  state  library  system.    May  serve  as  first  assistant  to  a  pro- 
fessional librarian  and  may  supervise  other  technicians  and  clerical 
staff. 

DISTINGUISHING  CHARACTERISTICS 

Positions  in  this  class  perform  the  highest  level  paraprofessional  work 
within  the  state  library  system.    Incumbents  must  have  s  comprehensive 
knowledge  of  library  procedures,  policies  and  work  relating  to  both 
print  or  non-print  materials,  under  the  general  direction  of  a  professional 
librarian.    Incumbents  will  often  be  in  charge  of  a  library  function  such 
as  acquisitions,  or  circulation,  and  supervise  activities  of  lower  level 
positions. 

TYPICAL  WORK 

Organizes  work  assignments  and  schedules  the  work  of  subordinate  per- 
sonnel; trains  and  assists  subordinate  personnel  in  becoming  familiar 
with  library  operations  and  routines;  assists  other  employees  and  patrons 
in  the  use  of  various  library  files,  records  and  bibliographic  tools,  refer- 
ring them  to  a  librarian  for  professional  services; 

Searches  and  verifies  complex  book  and  serial  orders  using  Library  of 
Congress  catalogs,  the  National  Union  Catalog  and  similar  bibliographic 
identification  tools; 

Assists  patrons  in  finding  answers  to  general  reference  and  bibliogr^hic 
questions  using  basic  tools  of  the  library  unit,  and  referring  patrons  to 
librarians  for  professional  services; 

Answers  correspondence  and  questions  pertaining  to  circulation,  reference, 
cataloging  and  acquisitions,  under  general  direction,  interpreting  policy 
and  regulations; 

Assists  professional  staff  in  public  relations  tasks; 

May  assume  functional  responsibilities  in  the  absence  of  supervising 
professional  librarian; 


Supervises  circulation  and  interlibrary  loan  operations;  book  acquisition 
unit,  serials  acquisition  unit,  or  a  small  branch  library; 

Performs  other  duties  as  required. 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of:    library  polfcies  and  procedures;  cataloging  and  reference 
techniques;  library  reader  services;  acquisition  procedures;  various  book 
titles  and  authors;  technical  and  general  interest  periodicals. 

Ability  to:    use  and  explain  library  tools  and  services;  supervise  work 
of  others;  deal  courteously  with  the  public;  follow  general  instructions 
and  interpret  procedures . 

MINIMUM  QUALIFICATIONS 

B.  A.  degree  with  a  minor  in  librarianship. 

OR 

A. A.  Degree  in  library  technology  and  two  years  experience  equivalent  to 
Library  Technician  I  or  II. 

Additional  appropriate  library  technology  experience  may  be  substituted 
year  for  year  for  required  education. 


APPENDIX  B 


Illustrative  Specifications  for 
Recommended  Position  of  C^taloa  Librarian 
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QULSTIO:..MAl^E 


soc.  Sec  N„.b.,     □DG-DD-DDDC 


L*at  Nsmff 


Fir.l 


MIddJr  ln...»i 


OIT>ri>l  Tillr  al   Potlltefi 

Librarian  II 


4.  Comrn  Itkion .     |lc»id      or     I>r(-»rtmrnt 

5.  Dtvifttorv   vr    InilMulion 


Uiuftl    Wofhinc   Titlr   of    Fp*tt»on 


C    &«rlion    or    OlKrr    Unit   «f    Division    cr    Inalitution 


Cataloger 


Technical  Services 


RrgvUr  Schr^uk  nt  Hoar*  mf  Work 


..  8_am_ 
^  8  am 
J  8  am 
,„.  8  am 
8  am 
-0- 

;.      -Q- 

Xlh  of  Ijjnch  Tciiod. 


5  pm 
5  Pm 
5  pm 
5  pm 
5  pm 
-0- 

-P- 
1  hr. 


Kv 


1.    rUfr  ef   Work   sr   Hr«d<iu«r1rr> 


40 


T*tAl  Hrv   per  Wk. 

EiplalB   rwtAtiofft  of  aklfU.  If  ftnj: 

N/A 


t.   !•  y«H»r  v«rk  C^^FwIUTlme  T  Q  Part-Time?  Q  Yrar-round? 
□  Sr»*on&]  T  O  Temporary? 

If  work   U  •r»«»»tt/,  (rmporary.  or  ^r(-liMc,  IndkaU  part  ef  year  or  vroportx 
of    full-time*  . 


N/A 


Hri.  o(  "OB-C»tlj  Tinif 

PCT   Wi 1 


t.    Do  7eu   rr«rivr  *n7  rnslnlrnsnce    (room,  mrftli.  Ittundrr,  rl<.)   In  •iidltk>n  Id  yon 
r»l>  .aUrrTQ  Yn    C5  No 


DrKribr  brlow  in  dniil  ihe  work   you  do.  Uk  your  own  wordi,  and  mjkt  your  dncriplion  ao  clear   thai  pcnoni  unramiliar  with  your  work  can  undrrtitnd   what  you  dc 
^iiach  additional  shrcu  if  iMTcuary. 


IMI 


WOtK    PEtK>KMEO 


UAVI    >UkNK 


0% 


8% 

8% 
0% 
2% 

2% 

0% 

4% 
1% 


Classify  and  catalog  all  types  of  law  library  material,  including  descrip- 
tive cataloging  and  assignment  of  subject  headings,  utilizing  appropriate 
professional  tools  such  as  the  Library  of  Congress  Subject  Headings  List, 
Los  Angeles  County  Law  Library  legal  classification  schedule.  Library  of 
Congress  classification  schedules,  and  the  American  Library  Association 
Anglo-American  Cataloging  Rules. 

Supervise  and  check  work  of  Library  Technician  I-Cataloging,  for  consis- 
tency and  accuracy. 

Assist  with  training  and  instruction  of  Library  Technician  I-Cataloging, 
in  basic  cataloging  and  classification. 

Revise  and  maintain  public  and  shelf-list  catalogs;  file  cards  in  accor- 
dance with  American  Law  Library  filing  rules. 

Revise  and  maintain  subject  headings  list  and  classification  schedules  to 
conform  with  Library  of  Congress  standards. 

Consult  and  assist  in  determining  policy  within  Technical  Services  area, 
especially  relating  to  cataloging  and  classification.  * 

Provide  patron  advisory  service  and  legal  reference  assistance  of  a  less 
complex  nature. 

Compile  bibliographies,  as  required. 

Select  material  to  fill  information  requests  from  other  libraries,  as 

required. 

(Continued  on  attached  sheet)  


Name  and  Tlitc  ef  Your  Imnrdiaie  Supcrviior: 


-Chief  of  Technical  Services 


Cirr  tkc  name*  and  payroll  ilila  of  rfnplo)TO  fou  aapcniac,  U  trt  or  fewer.  If  you  auprrviae  more  than   tivt  emplovm.  give  Ihe   number   under  each  title.   If  yc 

Mperriac M eniptoyen. write "•«.•».-.  — Library  Technirlan  T — Cataloaino 


f    •!  •     'f  •   f..     r 


1|     ^  •-»'     '  tSK 


•  oi  •     C>»fl   I  < 


'^l    «■     l."r    »;.rr.t     in    6i.»i«1.i,rv   *'»»'►. 


Typcv^rlter 
_Xerox 


Audio- v'jsual 


30 


1     % 


Wh»f   *rr    lh»    MAiurt    knd  riirnl  sf  iviilrurttoni   y«w   rrrrivr    rr|&rdin|    yo^r    ^mI  > 


perate5_A^dth  high  degree  nf  Indeaejidence.  with  riirprt  inc:trnnt<r.n  fr^rr^  rh)pf  nf  TprV^ni^^i 
srvlces    In    unusual  or  complex  circumstances  , 


Wh.l  arc   nature  and  .lUnt  of  Hv»  chack   or   rt-«lr»  af  your  »ork  ? 


^ensure  a  high  degree  of -standardization  and  accuracy,  cataloging  Is  rinnhlpH-rhPr-V^r^  hy 
hief  of  Technical  Services.    In  all  other  areas.   Librarian  Il-Catalpger  exercises  consJdPrahl. 
idependent  judgment  in  accordance  with  established  professional  library  standards. 


)utinely  assist  in  circulation,  interlibrary  loan  and  reference  d 


public.  • 

epartments. 


TIFICATION:^  I  c.rtlfj  Uwt  tW  aboix  anaxr*  .r*  mr  ••>  and  art  arrar.U  and  romplrt.. 


employe**!  Sif  ftalurv. 


STATEMENT  OF  GENERAL  SUPERVISOR 


^mmtnt  on  atatrmrntj  or  rmplom.  Indi^aU  aa/  rxrcpttoiti  ar  addiliofia. 

uties  stated  accurately. 


Vhat  do  yaa  ronaidcr  Ike  moat  inportant  dattn  af  Utit  poaltiaa* 

atalogjng  and  classification. ' 


>on  tkia  poaitwfi  iavaiv*  typlacT 

)  No 

)  Yw  —  Cl»«  %  af  tima  apaal  la  tfplac 


30  » 


t».   Dora  thia  pealllan  Invalvr  akoKhand? 
G  Na 
0_Y«a  —  Ci»«  %  W  tima  apOTit  la  taklrit  ahertKaitd- 


C«ncn1  Supcniaor'i  Sifnaiur 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 


ti!.'i*j,>id".!i!i  wi[r*,ln'jrX"jii!  *^'"'  "^"^  ^  """'"^ "  """• '  '•'"" """'' '"  ""•  ^"'"-  "'*•'  '**  *-"-" """ '"  ""^  '•»-'  «*•"  "«•  «"'ift"'i 


(oa.  vravral: 


liaa.  aparial 
fraaioaat: 


CMC.  knttk  la 
nd  kiad: 


rt.  rrrllftralrs, 
■tratiaa: 


kaowkdtn. 
1.  and  akilla: 


Baak  OvallArationa 


Basically  those  qualifications  established  f c  r  Librarian  II  as  established 


W  DePt.   of  Personnel  specifications,   with  law  library  experience  hplng 


Addit*«nftl  D«^ir*Wr  Qwftltfiratwnt 


highly  desirable. 


™»wn.  e.  IW  .bo«  «.,««,u  d  ihc  »ptoret  aod  Ihf  M.p«vfa«.  IndicK  .nr  ta.tn.rafk.  .,  .i.tnarM  .,|,b  which  pn.  tf»..r,< 

Description  accurate.  "^ 


PQSjtlon  plreadv  cl^PSlfled  as  Librarian  TI  in  accordance  with  specifirfltinn?;  adopted 

By  btate  Dept.  of  Personnel,  copy  attached.    Salary  rate  set  in  accordance  with 

Dept.  of  Personnel  Compensation  Plan.  


Drpanantat  Maad'a  Si(aa«ara_ 


WORK  PERFORMED     (cent.)  LIBRARIAN  II 


Assist  patrons  In  use  of  card  catalog,   specialized  Indexes,   and  other  reference 
tools. 

Create  and  develop  public  displays  and  exhibits  for  prorriotlon  of  new  acquisi- 
tions or  material  of  specific  Interest. 

Participate  in  professional  organization  activities. 

Assist  in  the  collection  of  statistics  regarding  use  and  inventories  of  library 
materials,  facilities  and  holdings. 

Assist  in  card  catalog  reproduction,  as  required. 

Assist  patrons  in  use  of  library  equipment,  as  required. 

Assist  in  production  of  library  or  other  professional  publications,  as  required. 
Substitute  for  absent  personnel  at  both  the  reference  and  circulation  desks, 
as  required.     Perform  other  duties  as  required. 


State  Law  Library 
Specifications  for  Class  of 
LIBRARIAN   II 


DEFINITION  OF  WORK 


Performs  varied  professional  librarian  duties  in  connection  with 
selecting,  cataloging,  circulating,  or  reference  use  of  books  and  other 
library  materials;  or  other  professional  duties  in  one  of  the  various 
library  operations  or  programs. 

EXAMPLES  OF  WORK  PERFORMED    (Any  one  position  may  not  include  all 
of  the  duties  listed,  nor  do  the  examples  cover  all  the  duties  which  may 
be  performed.) 

•  Catalogs  and  classifies  all  types  of  legal  materials,  including 

f     descriptive  cataloging  and  assignment  of  subject  headings;  supervises 
'■     and  revises  work  of  library  technicians  relative  to  cataloging  functions; 
revises  and  maintains  public  and  shelf-list  catalogs  and  files  cards  In 
accordance  with  established  professional  standards;  revises  and  maintains 
subject  headings  lists  and  classification  schedules. 

Provides  reference  and  reader  advisory  services. 

May  assist  In  book  selection. 

Performs  varied  professional  library  work  In  one  or  more  library 
programs  or  departments. 

Assists  in  preparation  and  editing  of  professional  library  material 
for  publication. 

Participates  in  professional  organization  activities. 

Consults  and  assists  in  determining  policy  within  operation  or 
department,  ... 

Compiles  bibliographies . 

*  Assists  readers  in  use  of  card  catalog,  specialized  indexes,  refer- 
ence tools  and  other  library  resources. 

Performs  other  related  work  as  required. 


; 


KNOWLEEX^E  AND  ABILITIES 

Knowledge  of:    principles  of  professional  library  administration  and  organ- 
ization; techniques  of  selection,  classification,  cataloging,  reference 
and  research,  standard  library  procedures. 

Ability  to  :  establish,  use  and  explain  library  facilities  and  services;  per- 
form various  library  duties  requiring  independent  Judgment  and  action;  pro- 
vide public  service;  create  and  maintain  effective  relationships. 

MINIMUM  QUALIFICATIONS 

Master's  degree  in  Library  Science  from  an  accredited  library  school. 

AND  , 

One  year  of  experience  as  a  professional  librarian;  experience  require- 
ment may  be  waived  based  on  outstanding  academic  achievements  in 
library  school,  exceptional  personal  qualifications,  references  and  inter- 
views. 


APPENDIX  C 


Illustrative  Specifications  for 
Recommended  Position  of  Bookkeeper/Secretary 


-100- 


It     Sec     Numbe' 


GCD-nn-DD  DD 


l^at   Name 


Mlllilir   Initial 


•  ff.i-.«l   Till'   of    P«lt.»B 


Accountant    II 


•r    I 


i\ 


<      Co"^fTii'»>*>n.     h"«rd      or     Dr  ji»rtrT*rnt 


S      Divttion   or    Inmiuiion 


Uu«l    Working    T*tl*   of   Fevilten 


C-    Srrtion    or    OlKrr    Unll    of    D)vit>on    or    Inttitution 

Fiscal 


tcrul^r   SrKrdulr  of   Mouri   of   Work 


_^  From 

8   am 

n 

5     pm 

n 

n 

fi 

n 

H 

•• 

•1 

-0- 

-0- 

-n- 

-n- 

h   of  Lunch   Period— 

l  hpur 

1.    PUrr   of   Work    or    H»»d«u«r1»r» 


40 


ToUl   Mrs.    p^r   Wk. 

CiplaiB   roLalioii  of  sKlflA.  If  mny: 

N/A 


•  .    Il  your   work   QJ   Full-Tlmt  !  D  Port-Tim«  !  Q  Yr«l    round  ? 
O  Srft»on&l?  Q  TcmporftfT? 

If  work  U  •r««o«oi,  ttrnpormrg,  or  p«rf>(imc.  indlcftU  part  of  yrmr  or  ijroporlien 
•f   fnll-timTr 


Hr».  of  "On-CBU"  Time 

P«wk_NZA 


t.   Do  70U  wrrtivt  mnj  mainlrnancc    (roorT\,  mraU.  lanndry.  rU.)    In  addition  to  jour 
r»h  uUrj  t  O  Yr*    ft  No 


uribc  brlow  in  dniil  lh«  work  you  do.   Uk  your   own  wordi.  and  mikc  your  dncription  to  cJrar  that  pcnont  unfamiliar  with  your  work  can  undrriiand   what  you  do. 
■  ch  additional  thms  If  i>rcruary. 


WOtK    rEIFOIMEO 


UAVI    tLANK 


Working  independently,  maintains  a  full  professional  accounting  system  as 
required  by  the  Washington  State  Policies  and  Regulations  manual  and  the 
Office  of  Fiscal  Management,  including  reconciliation  of  all  Agency 
accounting  data  with  OFM  financial  status  report  monthly.   Preparation  of 
all  journal  vouchers  for  inter-agency  reimbursement  and  adjustments. 

Advises  Director  of  fiscal  condition  of  State  Law  Library,  including  pre- 
paring specialized  and  detailed  internal  financial  statement  showing 
monthly  expenditures,  adjustments,  expenditures  year-to-date,  expenditure 
projections  and  allotment  balances. 

Supervises  work  of  Accounting  Assistant  II,  especially  the  supervision  of 
specialized  internal  fiscal  control  system  developed  specifically  for  law 
libraries  and  designed  to  insure  fiscal  integrity  ai\d   control  of  pro- 
jected expenditures,  both  continuing  and  non-continuing,  as  well  as  other 
functions  unique  to  special  libraries. 

Develops  original  cost  estimates  for  compilation  of  the  agency's  biennial 
budget  request.   Works  closely  with  the  Director  in  preparing  the  final 
budget  request  and  serves  in  a  routine  liaison  capacity  with  OFM  and  leg- 
islative representatives  during  the  legislative  session  involving  the 
budget  needs  of  the  agency,  referring  non-routine  or  policy  questions  to 
the  Director.   Prepares  estimates  of  allotments  and  allotment  amendments. 
Confers  with  Director  on  all  budgetary  matters. 

Handles  agency  payroll  accounting.   Responsible  for  interpretation  of  re- 
tirement program,  insurance  programs  and  other  fringe  benefits  provided 
by  the  State.   Checks  all  computerized  print-outs  for  correct  data.   Pre- 
pares all  monthly,  quarterly  and  annual  payroll  reports.   Attends  all 
training  sessions  per±Aining  to  any  update  or  changes  in  the  payroll 
system. 

continued  on  attached  sheet 


amc  «ftd  Till!  of  Vcur  Immrdisle  Supcrrbon 


Director 


*f»T  the  namn  and  payrtHt  ililrf  of  cmplovrr*  fo«i  aiipcr»iic.  If  fcve  or  frwrr.  If  rou  aiipcrvite  morr  than   hit  cmploytr*.  give   the   number   under   each   title.   If  yoo 
liecOae  no  emptoye™.  «,l.t  "momr.- ACCOUnting     Assistont     II 


Work  Performed   (continued)  Business  MMUitjcr-Accountant  II 


Responsible  for  all  requisitions  and  purchases  for  the  agency,  cost  analysis 
and  comparative  pricing.   Interpretation  of  State  Department  of  Purchasing 
vendor  contracts. 

Maintains  a  current  inventory  of  all  equipment  belonging  to  the  Law  Library, 
takes  inventory  annually,  adding  new  purchases  and  disposing  of  unserviceable 
equipment  according  to  State  regulations. 

Meets  with  salesmen  and  vendors  of  routine  office  equipment  and  advises 
Director  on  proposed  purchases. 

With  the  Accounting  Assistant  II,  analyzes  any  problems  concerning  vendor 
billings  and  accounts. 

Acts  as  general  housekeeper  for  the  agency,  working  closely  with  the  Depart- 
ment of  Buildings  and  Grounds  in  effecting  special  cleaning  projects,  repairs, 
matters  pertaining  to  security  and  fumigation. 

Establishes  procurement  and  inventory  procedure  for  expendable  supplies,  in- 
cluding storage  and  disbursement. 

Maintains  all  policy  aind  payroll  manuals  by  updating  material. 

Records  manager  for  agency;  supervision  over  selecting  and  processing  library 
documents  for  storage  in  State  Archives. 

Performs  other  duties  as  required  by  the  agency  Director. 


achment  1 


M»c^nnr»  ©'    r»jwtp"«»tt  M»«*   r«ltMl»rty    tr    fcur    woik-    C*f    I-rr  rent    of  |lm»    tprrtt     If   i<r>rf«liun  of  ••rK: 


Calculator 

75     % 

Typewriter 

1     » 

Xerox 

1     ". 

VVhAl  srr  Ihr  ••twr*  and  »»»riil  •!  iltilrvcltofil  y»«  trrriw*   rr|Brd*n|  your  wofb'  ,  ,  •,  ^^  ^  •  *_  \_ 

Consultation  with  the  Director  where  agency  policy  is  involved.   Work  closely  with 
Office  of  Fiscal  Management  on  any  new  developments  in  accounting  or  budgeting  process, 


Routinely  works  with  a  high  degree  of  independence. 


by  Director  for  pertinent  information.  Subject  to  state  audit.   Periodic  review  by  " 
Director  of  general  policies  and  standards. 


Dr»fribr    yOMf    t'mMmeu    ^ilk    df pAnatrnli    ©ikrf    |K««    yowr    vm*.    with    •uIi'mIc    er|BritulM>ni,    mni    with    iKe    |ifnrr»l  public.  ^  j       ■        • 

In  the  course  of  my  work  I  am  in  contact  with  many  agencies;  General  Administration, 


Purchasing,  Personnel/Payroll,  Printing,  Communications,  Buildings  and  Grounds,  Insurance 
Benefits,  Office  and  Fiscal  Management.   Little  contact  with  public  except  vendors. 


tTinCATION:      I  rvrtifr  lk«t  tW  «W>*>  ans^cn  *r*  mr  wwn  and  %tt  acnratr  and  r»nipl#ta. 

t 


STATEMENT  OF  GENERAL   SUPERVISOR 


Ctmmf  nt  on  BtBtrm«nU  of  «inplo)'»«.  Indir»l«  any  caccptioni  or  additioitE. 

Duties  correct  as  stated. 


What  do  yoti  roniUrr  tit*  atoat  Important  dutln  af  thii  poaitleaT 

Accounting  and  fiscal  control. 


Don  tkii  paaKiaa  iayalT*  trpia(T 

D  No 

19  y«  —  CiT*  %  at  tlKw  apaat  la  typing 


t*.   Do««  tKit  peiltlon  tavoUr  aKorthand? 
(SNo 
□  Y»»  —  Cly«  %  of  tlm«  »PTWt  la  t«kin»  aherthan^ 


C«ncra1  Supcrviior's  Sicnaiur 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 


Indicau  t>i*  «ualiftratioM  wliwk  yoa  tkink  altoaU  W  raqairvd  la  ailinc  a  fstart  vacancy  la  IkU  pealtioB.  K«rp  the  potitioa  lta«4r  In  mind  fatkrr  tKaa  tht  •uallRcatk 
of  the  individual  who  now  occupioa  IC 


B&a'kC  QualiftrBtioni 

Additional  Drairahit  QualiKcationt 

•tioh.  inkerBl: 

Basically,  those  qualifications  established; 

for  Business  Manager- 

Accountant  II  as  established  bv  Department 

of  Personnel  specifications. 

rsfrvaienftl: 

with  law  library  experience  being  highly  de 

sirable. 

■nd  kind- 

HBrt.  r«rltftrkt«c 

iri«tratt*A: 

lal  hiMwIrdcca, 

*«s,  »n4  akilla; 

^mmnil  an  tW  above  Maioacnu  •(  the  employee  aad  the  Miperriioc.  Indicau  »bj  Inaccaractet  or  Haiemeni  with  whkti  ymi  ditatrtc. 

escriptlon  accurate. 


3Sition  already  classified  as  Business  Manaqpr-Arcntintant  IT  in  f^rr^ordanrp  with  «^OR(-:1f1r:nti 

lopted  by  State  Dept.  of  Personnel.  Copy  attached.     Salary  rate  set  in  accordajiCfe-Witb 

ept.   of  Persnnnpl  nnmppnqrition  Plsn. 


Dcpart^nrat  Hrad'a  Siffaatlire. 
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state  Law  Library 

Specifications  for  Class  of 

ACCOUNTANT  II 


DEFINITION  OF  WORK 

Performs  specialized  phases  of  accounting  and  budgeting  work;  has 
responsibility  for  accounting  and  budgeting  activities,  including  systems 
procedures,  and  supervision  of  subordinate  staff  for  fiscal  unit  or  small 
agency. 

Positions  at  this  level  may  independently  perform  advanced  profes- 
sional accounting  in  the  handling  of  state  and/or  federal  program  funds 
or  accounts  auditing.    May  also,  within  a  headquarter' s  fiscal  section, 
supervise  a  staff  of  employees  of  lower  classification  who  perform  one  or 
more  such  functions  as  payroll,  labor  distribution,  cost  accounting, 
accounts  payable  or  accounts  receivable . 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of:    theory  and  practice  of  accounting;  principles  of  cost 
accounting;  modern  office  methods  . 

Ability  to:    apply  and  adapt  established  accounting  methods  to  a  variety 
of  accounting  transactions;  assemble,  analyze  and  prepare  reports  and 
statements  of  complex  financial  data;  train  and  supervise  employees  of 
lower  classification. 

MINIMUM  QUALIFICATIONS 

(a)    A  Bachelor's  degree  including  12  semester  (or  18  quarter)  hours  of 
college-level  accounting;  ol  (b)  a  minimum  of  12  semester  (or  18  quarter) 
hours  of  college-level  accounting  from  a  college  or  university,  business 
college,  extension  or  correspondence  school. 

AND 

One  year  of  professional  accounting  or  auditing  experience. 

Note:    Education  option  (a)  may  be  required  for  certain  positions. 

Certification  as  a  Certified  Public  Accountant  may  be  substituted  for  the 
minimum  qualifications. 


:  S.C  N..b.,    ggg-dd-ddl: 


l^«t    Nan** 


M.ddli  Ir,      :.: 


Tiri>l  TItIr  or   rniltton 


Secretary  II 


■ual   Worlina   Tlllt   of   roilwn 

Secretary 


(ular  Sc><<^ul»  of   Moun  of  Work 
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a.m. 

8  a.m. 

~B  a.m. 


8  a.m. 
8  a^m. 


•  -0- 

1  of  Lunch   fcriod. 


b  p.  m. 

5  P.m. 

^  p.m. 

5  p.m. 

5  P.m. 
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-0- 


40^ 


ToIaI   Hr..    prr   Wk. 

♦Additional  hours 


as  required. 


Hn.  of  -On X»ir  Tin 

pc,wk_rO^^ 


4.    CofTi'^^'on.    Ilnard.    or    I'fiimrlmrnt 


&.    D I  fit  ton   or    lrtiilui*«n 


ft.    Brrlion    or    Other    UnU    of    l>tv.».orN    or    Institution 


Director's  Office 


1.    Pl»r.  of   Work   or    Hr»dQw»rl*ri 


I.    !•  rour  work  E)  Full-Tim*  7  D  P«rl-Timt?  D  Y.«r-roundT 
Q  Sr^konol?  Q  TrmporarrT 

If  work   !•  •ro.cnol,  ttmpormrti,  or  porl.ltmc,  IndiraU  part  of  yemr  or  pioportion 
of    fQlUtimr; . 


I.   Do  Jfou  rt^rivf  onj  mBlnlcnanee    (roo 
cask  uUrr  T  O  Y«    B  No 


m,  me»U.  Isundry,  elr.)   In  »dd'tior  lo  your 


crjbf  brIoK  in  dniil  ihf  trorl  you  do.   Uit  fOui  own  oorxli.  »nd  mikt  joul  dociiption  lo  dcir  Ihll  pcnoni  unfimiliir  wiih  your  work  can  undrnlind   whil  rou  do. 
ich  jddttionat  thrrti  if  nctruarr. 


WOtK    PEIK>IMED 


Take  and  transcribe  both  personal  &  machine  dictation  for  correspondence 
reports,  etc. 

Compose  and  type  letters  of  general  nature  for  Director's  or  own  signa- 
ture; answer  routine  correspondence  in  Director's  absence. 

Answer  telephone  and  screen  callers  for  Director;  answer  general  infor- 
mation calls  or  transfer  to  other  staff  members  where  appropriate;  receive 
visitors  in  the  office;  make  appointments  where  necessary. 

Keep  Director  informed  of  deadlines  for  projects,  Important  items  needing 
his  attention,  appointments,  meetings,  etc. 

Assemble  information  for  "Weekly  Acquisitions  List",  type,  photocopy, 
assemble,  and  distribute. 

Maintain  distribution  records  for  Session  Laws,  Washington  Reports, 
Washington  Appellate  Reports,  and  Legislative  Journals.    Responsible 
for  distribution  of  these  materials  by  printer  and  in-house  distribution. 
Handle  sale  of  Session  Laws  and  Journals  to  private  individuals  and 
firms,  maintaining  records  of  monies  received  and  distribution  made. 

Accumulate  employees'  leave  records  for  each  month,  cx)mpute  leave 
status,  type  permanent  Individual  records,  type  leave  summary  for 
Director  and  payroll  department. 

(Continued  on  attached  sheet). 


UAVE    tLANK 


mc  and  Tlik  ot  Yout  Imnmliiic  SupcrviMT: 

Director, 


ire  ihc  lumo  and  payrall  liilo  of  cmploi-ra  you  «upcr>tjc,  U  *«  or  fcwei.  H  Tou  tiipfrjiic  more  Ihan  *«t  rmployra.  givt  iht  number  under  each   tlile.   If  rou 
»miie  no  cmpIorRi.  write  "mmat." NOne 


Worked  Performed  (cont.)  Secretary'  II 

Set  up  and  maintain  correspondence  and  subject  files  for  Library  matters. 

Relay  Information  between  Director  and  other  staff  members  as  necessary. 

Assist  in  gathering  research  materials  for  Director  and  others. 

Arrange  transportation  and  accommodations  for  Director  for  business 
meetings,  conventions,  etc. 

Assist  in  performing  computer  searches  on  the  Legislative  Information  Sys- 
tem for  RCW^WAC,  Constitution,  Attorney  General  Opinions,  and  Wash- 
ington Reports.    Involves  taking  information  from  requester,  setting  up 
search  strategy,  running  search,  getting  results  to  the  requester. 

Maintain  records  for  and  supervise  loan  of  Temple  keys  for  all  Temple  staffs, 
and  for  temporary  "after-hours"  use  by  other  state  agencies. 

Relay  requests  from  other  agencies  or  individuals  for  materials  needed, 
information  requests,  etc.,  to  proper  staff  members. 

Assemble  information  for  "Selected  Recent  Acquisitions"  list,  type,  prepare 
forms  for  printing  request,   have  printed,  distribute. 

Assist  in  assembling  materials  for  bibliographies  for  Director,  Judges,  or 
others;  typing  and  distributing  as  necessary. 

Collect  circulation  and  loan  statistics,  compute  totals,  and  type  permanent 
record. 

Maintain  Supreme  Court  Docket,  marking  changes,  etc.,  as  necessary.    ■ 

Set  up  and  maintain  Judicial  Council  files  as  permanent  historical  record. 

Shepardize  Advance  Sheets  to  the  Washington  Reports  and  Washington 
Appellate  Reports,  type  cards  for  each  citation,  distribute.  v 

Type  cards  for  the  Current  Index  to  Legal  Periodicals  file. 

Determine  proper  citations  for  West  Key  Cards,  mark  appropriately  and 
distribute. 

Read  through  Publisher's  Weekly  and  Weekly  Record,  marking  items  of 
possible  interest  for  Director's  consideration  in  acquisitions  selection. 

(continued) 


Worked  Performed  (cent.)  Secretary  11 

Establish,  type  and  maintain  files  for  Washington  State  Bar  Association 
publications  for  Library  and  interested  Judges. 

Maintain  Director's  sets  of  Court  Rules  and  RCWAs,  by  filing  new  loose- 
leaf  pages  or  new  pocket-parts  as  published. 

Assist  occasionally  in  Library  by  answering  telephone,  helping  patrons  find 
needed  materials,  assisting  patrons  in  use  of  Library  equipment,  etc.,  as 
needed. 

Perform  other  work  as  required. 


■  rKiKTI  oi    »<iuili..tr.l    !).«(   >r*u1arl7    In    four   •oik     Cl»l    yrr   t.nl    cf    llrr  .    •rrnt    In  oi-ri  »l   .-r    of  >.rti 


Tvpewrltt  er_ 
JDictaphnne 


60      -r. 


Colculator 


Computer  terminal 


New  projects  of  an  Involved  or  long-term  nature  require  specific  Instructions. Houtlne 

~m;:.ttprc;  and  pj^tflbUc^hpri  prolects  oenerally  reoulre  no  SPftclfIc  lnRtructiODS^_unle£S_fl^ 
serious  problem  arises.     New  projects,   if  similar  to  old  or  finished  ones,  generally  do 


nnt  rpouire  specific  instructions. 


Wh.t   .r»  n«lurf  •nd  riUnt  of  l+i«  clirck  or  re»i»w  of  your  work?  j         .      xj      j.  1 «.    .__J     -,-    .^  =  « ^4- r>  ( r^  or?         QV(-•c.r^f 

Director  sees  most  correspondence,  all  reports  and  statistics  typed  or  maintained,  except 

gonpral  Ipnprs  for  my  sionatHre.    Leave  records  and  records  mfllntrilnftfl  for  dif^rributinn 

r>f  published  materials  are  subject  to  audit. 


Drvrtibc    rOMf   conlM-ti   »ilK    drurtmrnu    fxKrr    ihin    your    own     wiiK   oxItKh    oi||>niuliom.    and    wilh    iKc    «rnrr*l  public.  _i.U«..    ^^^r^^</->r- 

FreqUent  contact  with  all  other  offices  of  the  Supreme  Court,  numerous  other  agencies 


of  local  and  state  government,   law  firms,  and  other  libraries  and  prQf£^,£lQlial_a ssjD_cl_aliQiii 
Bt  nirprtnr'g  rpqiipst. __ — 


RTinCATION:      I  certlfr  t)i»t  tkr  obove  onjwcri  or*  m»  own  »i»d  »rt  orruraU  •"<  rompUU. 


Cmploy««*l  Sifnalwrr.^ 


STATEMENT  OF  GENERAL  SUPERVISOR 


Comment  on  •t»lrm»nU  of  rmplo/K.  lndlc»V«  »ny  cxccptwn>  or  ndditioni. 

Duties  correct  as  stated. _^^__ 


Wh>l  do  yon  roniider  tkt  RKXt  important  dutin  of  thii  poiltleaT    _ 

General  typing  and  office  administration. 


Don  tk»  poalt'ion  ioTolvi  UpiocT 

o  »*• 
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60  % 
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Ccoerml  Supcrvuor'a  Signilun 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 
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Baaic  QuatlAratlont 


Basically  those  qualifications  established  for 


by  Dept.  of  Personnel  specifications  with  la\A 


desirable. 


Addit'ionol  Dniroblr  Qutliftrationt 


Secretary  II  as  established 
library  experience  highly 


CommnM  •«  the  above  tuicmcnu  ef  tht  raplorct  Bad  Xttt  tuperTbor.  Indkzic  anr  Jn»ctur»cin  or  uaitiDcnl  with  which  you  diugrrc. 

Description  accurate. 


Position  already  classified  as  Secretary  II  In  accordance  with  specifications  adopted  by_ 
State  Dept.  of  Personnel,  copy  attached.  Salary  rate  set  in  accordance  with  Dept._oi — 
Personnel  Compensation  Plan. . j — 


u_ . 


Dcportjnrfit  Hrod't  Sianotoro. 
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State  Law  Library 

Specifications  for  Class  of 

SECRETARY  II 


DEFINITION 


Performs  administrative  and  office  management  duties  in  addition  to 
secretarial  functions  for  a  professional  or  administrative  superior. 

DISTINGUISHING  CHARACTERISTICS 

Positions  allocated  tolhis  class  are  delegated  administrative  and 
office  management  functions  for  the  program  concerned.    These  positions 
may  be  characterized  as  personal  assistants  to  professional  or  administra- 
tive superiors  who  are  charged  with  administration  of  a  specific  program 
or  programs. 

Office  management  responsibilities  of  the  incumbent  frequently  include 
organization  and  coordination  of  clerical  and  secretarial  services  for  the 
program (s)  and  may  involve  direct  supervision  of  one  or  more  subordinate 
clerical  personnel.    Public  relations  is  a  major  factor  for  positions  at  this 
level  since  they  involve  frequent  contact  withthe  general  public  and  various 
officials,  both  public  and  private,  requiring  complete  knowledge  of  the 
supervisor's  activities,  and  the  basis  for  the  implication  of  the  program (s) 
concerned. 

EXAMPLES  OF  WORK 

Takes  and  transcribes  dictation;  acts ,  within  general  limits ,  for 
supervisor  in  his  absence; 

Performs  delegated  administrative  diiies  within  defined  areas; 

Establishes  procedures  for,  supervises  and  coordinates  work  of 
subordinate  office  staff  to  facilitate  programs  with  which  incumbent's  supa*- 
visor  is  charged; 

Keeps  supervisor  informed  of  significant  and  important  items  requir- 
ing his  review  or  action;  obtains  information  from  staff  members ,  relays 
assignments,  calls  attention  to  deadlines,  and  obtains  progress  reports; 
maintains  frequent  contacts  for  supervisor  with  public  and  private  execu- 
tives; 

Composes  and  dictates  or  types  letters  and  narrative  and  statistical 
memoranda  and  reports;  assembles  and  summarizes  Information  and  data 
for  use  by  supervisor; 


Receives  and  screens  public  by  telephone  and  in  person;  makes 
appointments;  arranges  for  transportation  and  accommodations; 

Reads  and  distributes  incoming  mail;  retains  more  important  corres- 
pondence for  own  or  supervisor's  attention  and  routes  balance  to  appro- 
priate employees;  reads  outgoing  mail  prepared  by  others  for  form,  con- 
tent, and  agreement  with  policies; 

Sets  up  and  maintains  files  of  correspondence  and  records; 

Prepares  agenda  for  meetings,  e.g. ,  advisory  boards,  division 
heads,  etc.,  notifies  conferees,  attends  meetings,  takes  notes  of  signif- 
icant parts  of  discussion,  and  prepares  minutes; 

Performs  other  work  as  required. 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of:    office  practices,  procedures,  and  appliances;  busi- 
ness English  and  letter  writing;  punctuation;  spelling;  organization  of 
state  government;  standard  practices  and  procedures  in  budget  preparation 
and  control,  purchasing,  personnel  management  and  office  managemait. 

Ability  to:    type  rapidly  and  accurately;  learn,  apply,  and  interpret 
laws,  policies,  and  procedures;  use  good  judgment  in  evaluating  situa- 
tions and  making  decisions;  understand  and  follow  directions;  prepare 
correspondence  and  reports  independently;  maintain  effective  public 
relations . 

MINIMUM  QUALIFICATIONS 

Three  years  of  clerical,  typing  or  stenographic  e  xperience. 

One  year  of  college  or  business  school  course  work  may  be  substi- 
tuted for  one  year  of  expa-ience. 


APPENDIX  D 


Illustrative  Specifications  for 
Recommended  Position  of  Acquisitions  Typist 
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Technical  Services 


7.    Pikrr   of    Work    or    lir*tjQu*rlrri 


t.    ]■  roui    »ork   O   Full-Tlm*?  Q  Tmn  Ttmt*  Q  Yrkr-roond* 
O  S««»en»l  7  Q  Trmporarr  ' 
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Kribe  brtow  in  drtail  Ihc  work,  you  do.  Uk  your  own  «rordi,  and  make  your  docriplion  lo  dear   Ihat  pcrsoni  unfamiliai  with  your  work  can  undrrsiir^n   what   you  do. 
ach  addtitonal  ihrni  (f  r«c<nury. 


% 


% 


% 
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WOIK    PEIFOtMED 


llAVI    tLANK 


Responsible  for  preparing  orders  for  publications  selected  by  Director. 
Make  searches  against  library's  collection  for  books,  periodicals, 
government  documents ,  films,  tapes,   microfilm,   microfiche,  newspapers 
and  other  serials.    Perform  extensive  bibliographic  searches  using 
standard  acquisitions  tools,  such  as  Books  in  Print,  Cumulative  Book- 
Index,  Law  Books  Published,  Law  Books  in  Print.  Law  Book  Guide,  New 
Serial  Titles,  Standard  Periodical  Directory,  Ulrich's  International 
Periodicals  Directory,  Irregular  Serials  and  Annuals  and  publishers 
catalogs  before  typing  order  and  forwarding  it  on  to  Chief  of  Technical 
Services  to  review.    File  orders  for  future  ordering.    When  directed, 
prepare  orders  for  mailing. 

Photocpy  materials  for  internal  library  needs  and  patrons  requests, 
mailing  materials  as  required.     Maintain  records  of  copies  made  for 
billing  purposes.    Prepare  photocopy  Invoices,  write  receipts  for  monies 
received,  and  forward  funds  to  Accounting  Assistant  for  deposit  with 
State  Treasurer. 

Maintain  library  exchange  program.    Prepare  original  correspondence 
referring  more  complex  problems  to  Chief  of  Technical  Services. 

Type  all  correspondence  for  Chief  of  Technical  Services — some  from 
shorthand  dictation.    Also  type  most  of  the  library  correspondence 
for  Library  Technician  Ill-Acquisitions. 

Contact,  as  required,  other  libraries,  state  agencies,  and  book 
dealers  for  information  or  assistance  in  ordering  specific  titles, 

(Continued  on  attached  sheet) 


mc  *f>d  Tllle  oT  Yoor  Imncdutc  Supcrrnor: 

Chief  of  Technical  Services 
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1     % 
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llowlna  established  or  standardized  methods  of  procedure,   perform  a dvanced  paraprpfe ssion e 
ties  independently,  with  direction  from  Chief  of  Technical  Services  in  solving  unusual  or 
iqiip  rirrnmstances  . '_ . 

I  at<  nslurt  and  cxUitt  of  rtv»  ckrck  or   ffvirw  of  your  work?  ..-.•«,..,«  .  .  i.  j 

ual  duties  performed  independently.     Chief  of  Technical  Services  checking  orders  or 

ring  advice  on  complex  or  unusual  problems.      


ribf    yewr   ronlarli    vilk    dtpmntnrnti    Alhrr    than    yowr    owa,    ^llk    owuida    orianiialiofU,   and    wllh    iKt    van*rftl  pubUa. 

-ftrt  nnntart  with  most  library  personnel,   other  departments  of  Supreme  Cniirt,  and  pfltrnn^; 
Library  while  Xeroxing. , 


ICATION:     I  nrtlfr  that  tkc  cbovc  ■navcn  Kr*  mr  •«••  ^''i  >'(  vrarat*  and  rompirt*. 


STATEMENT  OF  GENERAL  SUPERVISOR 


'nrnt  on  Bt»t«mrnU  of  vmploy*«.  Indicftt«  anr  cxccplton*  mt  ftdditiona. 

)uties  stated  accurately. 


I  do  you  ronkidrr  tKc  ntomt  imt»ort»nl  dutirt  of  ttiii  pealtton? 

ibiioqraphic  search  and  preparation  of  book  orders. 


tbii  ^ooitioM  ioTolv«  (ypiof  ? 
r«  —  Give  %  mi  time  apenl  in  typlMf 


35    % 
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gj  Yd  —  Cl»«  %  »f  tiMX  apcnt  In  laMwt  »>>ortK«»<. 


1       •» 


Cencnl  Supcrvitor'i  $t(naturc_ 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 


I  wkkck  |>oa  tkink  alMoM  W  rtqulrvd  ia  aUint  a  fittar*  *acaa«y  la  thia  poaitlen.  Krrp  tW  peailien  Itaelf  In  mind  ratlwr  tkan  the  aualiAcatielu 
■  pl«<  IL 


ate  tKt  aaaliftratM 

t  Individual  wka  w 


Ba»k  QuAllArationt 

Addilional  DralrabtaQualiKrationa 

.  ffrnrrol: 

Basically  those  qualifications  established  fc 

ir  Library  Technician  I  as 

.  spvriol 

established  bv  Dept.  of  Personnel  spedficat 

ons.  with  law  llbrarv 

wnal: 

exoerience  being  highly  desirable. 

<.  Wfivlk  U 

kind: 

r«rtlArol«tt. 

mUmmi 

imd  akllU: 

wni  on  the  abort  ataicacnu  eC  Ibt  nnployct  and  Ibr  tupmrlaar.  Indkaic  any  Inaccwrscln  or  Haicmml  wlih  whtrti  you  diuirre. 


)escription  accurate.  Percentage  of  tvpino  time  closer  to  15%  than  35%. 


osltion  already  classified  as  Llbrarv  Technician  I  in  accordance  with  specifications 


idopted  by  State  Dept.  of  Personnel,  copy  attached.    Salary  rate  set  in  accordance 
Ath  DePt.  nf  Personnel  Compensation  Plan. 


DvpArtmvot  Mfktf's  Sicnftlvr*. 


WORK  PERFORMED  (cont.)  Library  Technician  I-Acqulsltlons 


8%  Substitute,  as  required,  for  Library  Technician  III-Acquisltions  a«4- 

Library  Technician  Il-Court  of  Appeals,   performing  must  dufius  of  -& 
either  position. 

7%  Custody  of  petty  cash  funds,  and  maintain  records  for  state  audit 

purposes. 

Assist  in  filling  interlibrary  loan  requests,  as  required. 

Substitutes  at  circulation  desk  as  required,  assisting  patrons  in 
locating  requested  material,  referring  them  to  librarians  for  profes- 
sional services.  ' 

1%  Perform  other  duties  as  required  or  assigned. 


State  Law  Library 

Specifications  for  Class  of 

LIBRARY  TECHNICIAN  II 


DEFINITION  or  WORK 

Performs  complex  advanced  paraprofesslonal  library/media  tasks 
involving  acquisitions,  cataloging,  circulation,  or  reference  work  within 
the  state  law  library  system.    Must  exercise  considerable  Judgment. 

Positions  In  this  class  perform  pai-aprofessional  work  within  the 
state  law  library  system  involving  acquisitions,  cataloging,    circulation 
ca-  reference  work  for  bothprint  and  non-print  materials.    Assignments 
are  distinguished  from  the  I  level  in  that  incumbents  have  a  functional 
responsibility  as  opposed  to  detailed  repetitive  work  within  an  activity, 
.will  often  act  as  lead  worker  over  clerical  and  Library  Technician  I  posi- 
tions.    Close  supervision  is  available  from  a  professional  librarian  and 
the  work  is  reviewed  periodically. 

EXAMPLES  OF  WORK  PERFORMED    (Any  one  position  may  not  Include  all 
of  the  duties  listed,  nor  do  the  examples  cover  all  the  duties  which  may 
be  performed.) 

Assists  in  searching  and  verifying  complex  books  and  serial  orders, 
using  Law  Books  In  Print,  Law  Books  Published,  Law  Book  Guide,  New 
Serial  Titles.  Cumulative  Book  Index  and  similar  bibliographic  identifica- 
tion tools . 

Makes  advanced  bibliographic  checks  on  materials  requested  for 
purchase  utilizing  standard  legal  bibliographic  tools;  submits  orders  to 
vendors . 

Maintains  and  oversees  library  exchange  agreements  for  legal 
materials  with  out-of-state  and  foreign  country  libraries. 

Assists  patrons  with  reference  requests  involving  bibliographic 
searching  for  legal  materials,  referring  patrons  to  librarians  for  professional 
services. 

Under  general  supervision,  may  maintain  periodical  and  other 
serial  subscriptions  and  initiate  renewals  as  subscriptions  exp.fre,  main- 
tains standing  orders,  processes  claims,  and  validates  invoices  for 
I>ayment. 


Under  general  supervision,  .-naintains  branch  Court  of  Appeals 
libraries,  providing  all  acquisitions  and  general  library  duties. 

Assumes  major  responsibility  for  all  binding  of  periodical  and 
serial  publications . 

• 

Catalogs  books  and  non-book  materials,  which  meet  standard 
classification  criteria,  following  procedures  established  by  professional 
librarians. 

Substitutes  temporarily  for  Library  Technician  III,  as  required, 
in  clrculatlon,^3cqulsitlons,  and  limited  reference  under  direct  super- 
vision of  professional  librarians. 

Assists  in  supervision  of  circulation  and  Interlibrary  loan  opera- 
tions of  a  branch  library. 

'  Performs  other  related  duties  as  assigned. 

■■    khJQWLEDGE  AND  ABILITIES 

Knowledge  of:    general  library  procedures  and  techniques;  general  office 
procedures . 

Ability  to:    learn  quickly;  supervise  work  of  others;  use  proper  English 
In  conversation  and  written  communication;  understand  written  and  oral 
Instructions;  organize  work;  use  office  machines. 

MINIMUM  QUALIFICATIONS 

An  Associate  of  Arts  degree  in  Library  Technology,  or  equivalent  formal 
education  in  library  technology. 

OR 

Completion  of  a  formal  education  program  in  library  technology  from  an 
accredited  community  college  or  vocational  institute,  plus  1  year  library 
experience  related  to  acquisitions,  cataloging,  circulation  or  reference 
work  at  a  level  comparable  to  that  required  for  a  Library  Technician  I. 

OR 

Successful  completion  of  accredited  Clerk-Typist,  Secretarial,  or  other 
equivalent  formal  education  program  in  business  office  practices,  plus 
.     2  years  library  experience  related  to  acquisitions,  cataloging,  circulation 
or  roforonce  work  at  a  level  comparable  to  that  required  for  a  Library 
Technician  I. 


OR 

Three  years  library  experience  related  to  acquisitions,  cataloging, 
circulation  or  reference  work  In  a  library  at  a  level  comparable  to  that 
required  for  a  Library  Technician  I. 


^v 


APPENDIX  D-1 


Illustrative  Specifications  for 

Possible  Reorqanizatinn  of  Duties  for 

F.xistinq  Position  of  Library  Assistant-Acquisitions 
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1.    Pl»rr  of    Work  or   Hradquaricra 


t.   !•  jour  work  ^FalUTinwT  D  Fort-Time  J  Q  Yr«r-roufidT 
□  S»>on«l?  O  Trmpororr? 
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<ribc  bflow  in  drtBi'l  ihc  work  you  do.  Uk  your  own  wofdi.  »nd  m»kc  your  dcicription  to  clear   lh»l  pcnom  unfamilUr  wiih  your  work  un  undcrmnd  whti  you  do. 
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1% 


WOIK   rEIFOIMED 


Responsible  for  maintaining  all  acquisition  records  for  both  serial  pub- 
lications and  book  orders.    Verify  each  publication  received  against 
serial  records  and  book  order  files  to  ensure  accuracy  of  items  received. 
Note  receipt  of  all  publications  on  appropriate  acquisition  records.     Note 
on  each  publication  the  Library  of  Congress  or  Los  Angeles  County  Law 
Library  classification  number  as  required,  the  date  received,  and  the 
library  property  stamp.    Tally  number  of  volumes  received  daily  as  basis 
for  establishing  size  and  rate  of  growth  of  library  collection.    Forward 
material  to  appropriate  department  for  further  processing. 

Responsible  for  verifying  accuracy  of  invoices  for  all  library  acquisitions. 
Maintain  fund  encumbrance  records  for  new  orders,  liquidating  each 
encumbrance  as  invoices  are  verified  for  payment  and  forwarded  to 
Accounting  Assistant  11. 

Survey  periodically  all  serial  records  and  order  files,  claiming  acquisi- 
tions ordered  but  not  recfeived  within  a  reasonable  time.    Operating  with 
a  high  degree  of  independence,  resolves  problems  through  original 
correspondence  or  telephone  conversations  with  dealers  or  publishers, 
referring  especially  difficult  or  unique  problems  to  Chief  of  Technical 
Services. 

Train,  ,  counsel,  and  advise  Library  Technician  II — Gourt  of  Appeals 
.  «nd  Library  ^Technician  I — AogulEltions  .as  rgquirad-f    Substitutes  in  either 
position  during  absence  of  staff  member.    ■•  .       . 

(Continued  on  attached  sheet) 
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According  to  established  standards  and  procedures,  performs  paraprofesslonal  duties 

with  a  considerable  degree  of  independence.     Direct  supervision  by  Chief -of  Technical 
-fi<*rvfr!f^  In  qnlving  nniisual  or  complex  problems. 1 : _ _ 
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Normal  duties  receive  only  cursory  review,  with  most  being  performeo  independently. 
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Daily  direct  contact  with  all  library  departments,    other  departments  with  Supreme  Court. 

book  dealers  and  publishers,   and  the  general  public  while  substituting  at  reference 

or  circulation  deskl ___^ — 
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STATEMENT   OF  GENERAL   SUPERVISOR 


nmment  on  ttatcmenU  of  employe*.  Indicstr  mnj  caccptiont  or  oddtttont. 

uties  accurate  as  stated. 
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laintain  serial  control  records,  order  files,  and  claiming  items  not  received. 
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10 
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~r 
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Ccncr^  Supcrvitor'i  Sif  nature. 


STATEMENT  OF  DEPARTMENT  HEAD  OR  OTHER  ADMINISTRATIVE  OFFICER 


ditau  tK«  «valilr*tl«M  wkkk  rou  Ulnk  skeaU  W  rcqairrd  Ib  Hllinc  ■  fatar*  varanrr  In  tki«  position.  Krrp  tkc  position  Itarir  In  mind  raCWr  than  IK*  •usllftcatioa 
the  individual  who  now  arwpic*  It. 


Basic  QualtArftttoaa 

Additional  DniraMr  QualiKrallons 

ion.  irArral: 

Basically  those  qualifications  established  f 

>r  Library  Technician  III 

ion.  aperUI 

as  established  by  Dept.  of  Personnel  specif 

ications,  with  law  library 

'r««ton&l: 

experience  being  highly  desirable. 

enrc.  Wnrt^  la 
nd  kind: 

rt.  e«rtiArat««. 

Mratiofli: 

kaowW^tM. 

%.  and  skUU: 

mmcnt  an  the  above  suicaMnu  of  Ihc  emplorec  and  Ike  supervisot.  lodiotc  any  laaccuratla  •(  siaicotcni  sriih  which  you  diufrec. 

Description  accurate. 


Position  already  classified  as  Library  Techniciar^  III  In  accordance  with  specifications 

aHnptpH  hy  RtatP  Dppt.    of  Pprgnnnpl  ,    ropy  attached. Salary  rdtfi  Sfit  in  accordance 

with  Dept.  of  Personnel  Compensation  Pldn. ^ 


Dcpartfncnt  Head's  Sianatw\*___ 


WORK  PERFORMED  LIBRARY  TECKKICIAK  III 

Substitutes  at  reference  desk  as  required--!. e.  ,   2-3  hours  per  v»'eek, 
supplying  limited  reference  assistance,  referring  patrons  to  librarian  for 
professional  assistance. 

Open  and  distribute  mail  to  appropriate  department,  retaining  all  publication 
records  as  part  of  the  acquisition  process. 

Responsible  for  overseeing  proper  deposit  of  daily  out-going  mall,  and 
maintain  postage  meter  register. 

Assist  in  complex  bibliographic  search  for  book  orders  utilizing  standard 
acquisitions  tools  as  the  Cumulative  Book  Index,  Law  Books  in  Print, 
Books  in  Print,  New  Serial  Titles,  Law  Books  Published,  Monthly  Catalog, 
etc. 

Perform  other  duties  as  assigned. 


State  Law  Library 
Specifications  for  Class  of 
LIBRARY  TECHNICIAN  III 


DEFINITION  OF  WORK 


Performs  specialized  paraprofessional  library  media  tasks  under 
general  direction,  involving  acquisitions,  cataloging,  circulation  or 
reference  work  in  the  state  law  library  system.    May  serve  as  first 
assistant  to  a  professional  librarian  and  may  supervise  other  technicians 
and  clerical  staff. 

Positions  in  this  class  perform  the  highest  level  paraprofessional 
work  within  the  state  law  library  system.    Incumbents  must  have  a  com- 
prehensive knowledge  of  library  procedures,  policies  and  work  relating 
to  both  print  or  non-print  materials,  under  the  general  direction  of  a  pro- 
fessional librarian.    Incumbents  will  often  be  in  charge  of  a  library  func- 
tion such  as  acquisitions,  or  circulation,  and  supervise  activities  of  lower 
level  positions. 

EXAMPLES  OF  WORK  PERFORMED  (Any  one  position  may  not  include  all 
of  the  duties  listed,  nor  do  the  examples  cover  all  the  duties  which  may 
be  performed.) 

Assists  in  organizing  work  assignments  and  schedules  of  subordinate 
personnel;  assists  in  training  subordinate  personnel  in  becoming  familiar 
with  library  policy,  operation  and  routine;  assists  other  employees  and 
patrons  in  the  use  of  various  library  files,  records  and  bibliographic  tools, 
referring  them  to  a  librarian  for  professional  services. 

Assists  patrons  in  finding  answers  to  basic  reference  and  bibliographic 
questions  using  standard  library  tools,  referring  patrons  to  librarians  for 
professional  services. 

Assists  in  searching  and  verifying  complex  book  and  serial  orders 
using  documents  catalogs,  audio-visual  materials  catalogs,  publishers 
catalogs.  New  Serial  Titles ,  Cumulative  Book  Index,  Law  Books  In  Print, 
legal  bibliographies  and  similar  legal  bibliographic  identification  tools . 

Answers  inquiries  pertaining  to  circulation,  interlibrary  loan,  basic 
reference,  cataloging  and  acquisition,  under  general  direction  of  a  librarian. 
Interpreting  policy  and  regulations . 
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May  assume  functional  responsibilities  In  the  absence  of  super- 
vising librarian. 

Assists  professional  staff  in  public  relations  tasks. 

Assumes  responsibility  for  circulation  and  interllbrary  loan  opera- 
tions, supervising  and  training  subordinate  personnel  where  applicable. 

Assumes  responsibility  for  acquisition  procedures,  maintaining 
all  serial  and  book  order  records;  periodically  surveys  all  acquisitions 
records,  claiming  materials  ordered  but  not  received;  resolves  problems 
through  Independent  actions  with  vendor,  referring  especially  difficult 
or  unique  problems  to  a  librarian.  • 

Assists  in  compiling  periodicals  and  serials  for  binding  according 
to  established  standards,  providing  supervision  and  guidance  to  subordin- 
ate library  technician  relative  to  binding,  as  required. 

Performs  other  related  duties  as  assigned. 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of:    library  policies  and  procedures;  cataloging  and  reference 
techniques;  library  reader  services;  acquisition  procedures;  general  office 
procedures . 

Ability  to:    organize  and  supervise  work  of  others;  use  and  explain  library 
tools  and  services;  use  proper  English  in  conversation  and  written  com- 
munications; deal  with  the  public  effectively  and  courteously;  use  office 
machines;  follow  general  instructions  and  interpret  procedures. 

MINIMUM  QUALIFICATIONS 

An  Associate  of  Arts  degree  in  Library  Technology,  or  equivalent  formal 
education  in  Ubrary  technology,  plus  1  year  library  experience  related 
to  acquisitions,  cataloging,  circulation  or  reference  work  at  a  level 
comparable  to  that  required  for  a  Library  Technician  n. 

OR 

Completion  of  a  formal  education  program  in  library  technology  from  an 
accredited  community  college  or  vocational  institute,  plus  2  years  library 
'  experience  related  to  acquisitions,  cataloging,  circulation  or  reference 
wca-k  at  a  level  comparable  to  that  required  for  a  Library  Technician  II. 

OR 

Successful  completion  of  accredited  Clerk-Typist,  Secretarial,  or  other 


equivalent  formal  education  prograr^  In  business  office  practices,  plus 
3  years  library  experience  related  to  acquisitions,  cataloging,  circula- 
tion or  reference  work  In  a  library  at  a  level  comparable  to  that  required 
for  a  Library  Technician  II. 

OR 

Four  years  library  experience  related  to  acquisitions,  cataloging,  circu- 
lation or  reference  work  In  a  library  at  a  level  comparable  to  that  required 
for  a  Library  Technician  II. 
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APPENDIX  E 


Illustrative  Specifications  for 
Recommended  Position  of  Catalog  Typist 
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Prepare     cataloged  and  uncataloged  materials  for  release,  type  catalog 
circulation  and  serial  control  record  cards  according  to  established  pro- 
fessional standards. 

Prepare  new  and  continuing  acquisitions  for  processing,  including  material 
with  appropriate  sets  of  cards  on  file. 

After  processing,  alphabetize  catalog  cards  and  file  in  shelf-list  and  sub- 
ject portion  of  public  catalog  under  the  supervision  of  Librarian  II — Cata- 
loger. 

Order  Library  of  Congress  catalog  cards  for  all  acquisitions;  when  received 
check  all  cards  for  accuracy  against  original  orders  and  specific  title. 
Reorder  cards  as  required. 

Perform  minor  book  repair. 

Process  and  mail  Union  List  catalog  cards  monthly  to  Pacific  Northwest 
Bibliographic  Center  at  University  of  Washington. 
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WORK  PERFORMED  (cont.)  LIBRARY  TLCHKICIAN  I--GATALOGlK"G 

%  Substitute  for  absent  personnel  at  circulation  and  reference  desk;  partici- 

pate in  circulation  operation;  assist  patrons  In  locating  materials;  answer 
basic  information  questions,  referring  patrons  to  librarians  for  professional 
services. 

%  As  required,  prepare  and  assist  in  processing  materials  for  interllbrary  loans, 

contacting  other  libraries  for  Information  or  assistance  as  necessary. 

Assist  in  the  collection  of  statistics  regarding  library  use. 

File  loose-leaf  materials,  as  required. 

Assist  In  production  of  library  or  other  professional  publications,  as  required. 

Assist  patrons  in  the  use  of  library  equipment,  as  required. 

Perform  other  work  as  required. 


State  Law  Library 

Specifications  for  Class  of 

LIBRARY  TECH  NIC  L^N  I 


DEFINITION  OF  WORK 


Performs  advanced  paraprofesslonal  library/media  tasks  involving 
acquisitions,  cataloging,  circulation,  or  reference  work.,  following  pre- 
scribed or  standardized  methods  where  Judgment  must  be  exercised. 
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Positions  In  this  class  perform  paraprofesslonal  work  within  the 
state  law  library  system  involving  acquisitions,  cataloging,  circulation 
or  reference  work  for  both  print  and  non-print  materials.    Assignments 
are  distinguished  by  the  degree  and  nature  of  supervision  provided.    Incum- 
bents must  understand  library  policies  and  procedures  but  are  given  specific 
instructions  regarding  their  assignment  and  assistance  with  unusual  or  dif- 
ficult problems. 

EXAMPLES  OF  WORK  PERFORMED  (  Any  one  position  may  not  include  all 
of  the  duties  listed,  nor  do  the  examples  cover  all  the  duties  which  may 
be  performed.) 

Under  technical  direction,  prepares  uncataloged  materials  for  release, 
types  catalog  cards,  circulation  and  serial  control  records  according  to 
established  standards;  matches  materials  with  appropriate  sets  of  cards 
on  file. 

Under  technical  direction,  files  catalog  cards  and  updates  periodical 
shelf-list  records . 

Orders  Library  of  Congress  catalog  cards  for  materials,  assures 
accuracy  of  cards  received,  and  reorders  as  necessary;  prepares  catalog 
cards  not  available  through  the  Library  of  Congress. 

Under  technical  direction,  makes  searches  for  requested  books, 
periodicals  or  other  materials  and  does  basic  bibliographic  checking. 

Performs  minor  book  repair. 

Under  close  technical  supervision,  assists  in  simple  basic  catalog- 
ing functions. 

Receives  requests  for  photocopies  of  materials,  locates  appropriate 
materials,  and  makes  distribution  of  copies. 


Contacts  other  libraries  for  Information  or  assistance. 

Participates  In  circulation  operations;  assists  patrons  in  locating 
materials . 

Answers  basic  Information  questions,  referring  patrons  to  librarians 
for  professional  services. 

Performs  other  related  duties  as  assigned. 

KNOWLEDGE  AND  ABILITIES 

Knowledge  of:'^*tjeneral  office  procedures;  general  library  procedires  and 
techniques  highly  desirable. 

Ability  to:  learn  quickly;  use  proper  English  in  conversation  and  written 
communications;  understand  written  and  oral  instructions;  organize  work; 
use  office  machines. 

'        *    :■ 

•    MINIMUM  QUALIFICATIONS 

Completion  of  a  formal  education  program  In  library  technology  from  an 
accredited  community  college  or  vocational  Institute,  or  any  equivalent 
formal  education  in  library  technology. 

OR 

Successful  completion  of  accredited  Clerk-Typist,  Secretarial,  or  other 
equivalent  formal  education  program  in  business  office  practices,  plus 
one  year  of  meaningful  related  work  experience;  experience  requirement 
may  be  waived  based  on  outstanding  scholastic  achievements,  exceptional 
personal  qualifications,  references  and  Interviews. 


APPENDIX  F 


Standards  for  Law  School  Libraries 

as  Adopted  by 

The  American  Bar  Association 
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LIBRARY 


601  The  law  school  shall  maintain  and  administer  a  library 
adequate  for  its  program. 

(a)  In  order  to  inform  applicants  for  accreditation  of 
procedures  and  important  facets  of  law  library  opera- 
tions relating  to  adequacy,  the  Consultant  may 
prepare  appropriate  memoranda. 

(b)  The  Dean  and  the  Law  Librarian  shall  maintain  a 
current  written  plan  for  implementation  of  law  library 
support  for  the  law  school  program  as  developed  in  its 
self-study. 

602  (a)  The  law  school  library  shall  contain: 

(i)  all  publications  listed  in  Library  Schedule  A, 
attached  as  Annex  II, 

(ii)  those  other  materials  that  are  reasonably  neces- 
sary for  the  proper  conduct  of  its  educational  pro- 
gram, 

(iii)  all  publications  listed  on  Library  Schedule  B, 
attached  as  Annex  III,  except  those  that  are  readily 
accessible  to  and  available  for  use  by  students  and 
faculty  in  another  library  facility.  All  arrangements 
for  such  sharing  of  collections  shall  be  adequate  to 
insure  ease  of  access  and  availability  of  the 
materials  when  and  where  needed. 

(b)  The  Council  is  delegated  the  authority  to  revise 
the  Library  Schedules  from  time  to  time. 

603  (a)  All  materials  necessary  to  the  program  of  the  law 
school  shall  be  current  with  respect  to  continuations, 
supplements,  and  replacements. 

(b)  All  sets  of  materials  necessary  to  the  program  of 
the  law  school  shall  be  complete  and  unbroken  except 
when  early  volumes  of  a  set  are  either  unavailable  or 
are  available  only  at  an  excessive  price.  A  set  Is  not 
complete  unless  it  includes  all  supporting  materials, 
including  indices,  desk  books,  digests,  finding  tools, 
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and  citalors  published  as  a  pari  of  the  set  or  generally 
available  for  use  with  the  set. 

(c)  All  periodical  and  other  materials  of  long-term 
value  shall  be  permanently  bound  as  soon  as  practic- 
ableattertheir  receipt.  A  reasonable  binding  program 
shall  be  required  in  order  to  keep  materials  in  usable 
condition. 

(d)  If  the  library  contains  any  materials  in  microform, 
tape,  or  similar  form,  it  shall  provide  the  necessary 
viewing  and  listening  equipment  in  an  area  suitable 
for  its  use.  If  items  in  Schedule  A  are  held  exclusively 
in  microform,  adequate  equipment  shall  be  provided 
to  make  hard-copy  printouts  readily  available. 

(e)  The  library  shall  contain  additional  sets  of  more 
commonly  used  materials  whenever  necessary  for 
efficient  use  by  the  faculty  and  students. 

(f)  The  library  shall  be  kept  current  with  respect  to 
new  publications  and  new  forms  of  publications. 

(g)  For  purposes  of  this  Section,  all  items  in  Library 
Schedules  A  and  B  shall  be  among  those  deemed 
necessary  to  the  program  of  the  law  school. 

The  law  school  library  must  bea  responsive  and  active 
force  within  the  educational  life  of  the  law  school.  Its 
effective  support  of  the  school's  teaching  and 
research  programs  requires  a  direct,  continuing  and 
informed  relationship  with  the  faculty  and  administra- 
tion of  the  law  school.  The  law  school  library  shall 
have  sufficient  administrative  autonomy  to  direct  its 
growth,  development  and  utilization  to  afford  the  best 
possible  service  to  the  law  school. 

(a)  The  dean,  law  librarian,  and  faculty  of  the  law 
school  shall  be  responsible  for  determining  library 
policy,  including  the  selection  and  retention  of  per- 
sonnel, the  selection  of  acquisitions,  arrangement  of 
materials  and  provision  of  reader  services. 

(b)  The  budget  for  the  law  library  shall  be  determined 
as  part  of,  and  administered  in  the  same  manner  as, 
the  law  school  budget. 

(c)  The  selection  and  retention  of  the  law  librarian 
shall  be  by  the  dean  and  faculty  of  the  law  school. 


-?^ 


'^^'^^J'. 


^k-;. 


>>? 


I  -vJ ;.. 


m 


Library 

The  law  library  shall  be  administered  by  a  full-time  law 
librarian  whose  principal  activities  are  the  develop- 
ment and  maintenance  of  the  library  and  the  furnish- 
ing of  library  assistance  to  faculty  and  students,  and 
may  include  teaching  courses  in  the  law  school. 

(a)  The  law  librarian  should  have  a  degree  in  law  or 
library  science  and  shall  have  a  sound  knowledge  of 
library  administration  and  of  the  particular  probjems 
of  a  law  library. 

(b)  The  law  library  shall  have  a  competent  staff, 
adequate  to  maintain  library  services,  under  the 
supervision  of  the  law  librarian. 


Annex  II 

LIBRARY  SCHEDULE  A 


I.  National  Materials— General 
American  Digest  System 

Corpus  Juris  and  Corpus  Juris  Secundum  and 

American  Jurisprudence,  Second 
Shepard's  Citations,  U.S.  and  Federal 
Words  and  Phrases 
ALR  Complete 
Restatements 
Uniform  Laws  Annotated,  Master  Edition 

II.  Federal  Materials 

U.S.  Reports,  Supreme  Court  Reporter.  United 
States  Supreme  Court  Reports,  Lawyers 
Edition 

Federal  Reporter  Complete 

Federal  Supplement 

Federal  Rules  Decisions 

Tax  Court  Reports 

Federal  Digest  and  Modern  Federal  Practice 
Digest  and  Federal  Practice  Digest.  Second 

Statutes  at  Large,  current  from  1950 

U.S.  Code,  any  annotated  edition,  with  supple- 
mental service  from  1950 

Code  of  Federal  Regulations 

Administrative  Agency  Reports  for  at  least  those 
agencies  whose  work  is  relevant  to  courses  in 
the  school 

Attorney  General  Opinions 

III.  State  In  Which  the  School  is  Located 
Official  State  reports  of  the  State  and,  for  any 

period  during  which  official  reports  were  not 
published,  one  additional  copy  of  the  National 
Reporter  System  units  containing  the  reports 
of  that  State. 
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Library  Schidule  A 

Specialized  reports  whose  subject  matter  is 
particularly  relevant  to  the  educational  pro- 
gram of  the  law  school. 

Session  law,  complete 

Latest  code  or  other  statutory  compilation  with 
the  session  law  service,  If  any 

Earlier  state  codes,  if  available 

Attorney  General  Opinions 

Administrative  code  or  similar  publication,  if  any 

Local  digests  and  encyclopedias,  if  any 

Form  and  practice  books 

CLE  materials 
Shepard's  Citations 

IV.  Additional  Materials 

National  Reporter  System,  complete 
Shepard's  regional  reporter  citations 
Reporters  prior  to  the  National  Reporter  System 
for  20  selected  states  whose  case  law  is  signif- 
icant in  the  educational  program  of  the  school 

V.  Specialized  reports  whose  subject  matter  Is  par- 
ticularly relevant  to  the  educational  program  of 
the  law  school 

VI.  Texts,  Treatises,  Loose-leaf  Services 

Generally  recognized  texts  and  treatises  and 
loose-leaf  services  for  subjects  relevant  to  the 
educational  program  of  the  law  school 

VII.  Reviews  and  Journals 

Publications  of  the  State  Bar  Association  (or 
Associations)  and  continuing  legal  education 
programs  conducted  in  the  State 

The  American  Bar  Association  Journal,  com- 
plete, and  the  publications  of  the  ABA  sec- 
tions, exclusive  of  newsletters,  current  from 
the  date  of  application  for  approval 

Publications  of  the  American  Bar  Foundation, 
current  from  the  date  of  application  for 
approval 
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Approval  ot  Law  Schools 

All  publications  by  approved  law  schools  in  the 
State,  complete 

An  additional  twenty  publications  of  recognized 
national  significance,  complete  from  at  least 
1950 

Specialized  journals  whose  subject  matter  is 
particularly  relevant  to  the  educational  pro- 
gram of  the  school 

Index  to  Legal  Periodicals 

Legal  Newspaper,  if  published  in  the  area 
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LIBRARY  SCHEDULE  B 


Federal  Materials 
Federal  Cases 
Board  of  Tax  Appeals 
Federal  Register 

Other  States 

Statutes,  in  current  compilation,  of  those  slates 
whose  statutory  law  is  significant  in  the  educa- 
tional program  of  the  school 

English 

All    England    Selected    Reprints   and    All    England 

Reports  or  Law  Reports  Complete 
Halsbury's  Laws  of  England 
Halsbury's  Statutes  of  England 
English  and  Empire  Digest 
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ASSOCIAl 


II.  EXECUTIVE  COMMITTEE  REGULATIONS 

As  amended  through  December  1975 

* 

1 .  Admission  Requirements 

1.1  Special  students.  Students  with  leuer  college  experience  thin 
normilly  requisite  may  be  icceplible  in  rf  [c  C|set  |i  "fprciil  ;(udenU"  if 
they  are  at  least  23  years  old  and  if  their  experience  and  training  have 
equipped  them  to  engage  tuccessFully  in  law  study  despite  the  insufTi- 
cicncy  of  their  previous  formal  education. 

1.2  Members  of  the  Bar.  Members  of  the  Bar  may  be  enrolled  for 
courses  in  a  member  school  without  being  classified  as  "special  students" 
so  long  as  no  academic  credit  is  granted. 

1.3  Foreign  students.  Applicants  whose  pre-legal  studies  have  occurred 
outside  the  United  States  should  be  evaluated  comparably  with  American 
students,  in  terms  of  duration,  scope,  and  quality  of  previous  training  and 
experience. 

1.4  Evaluation  of  foreign  pre-legal  education.  Generally, evaluation  of 
foreign  pre-legal  studies  should  be  done  by  submitting  the  record  of  a 
foreign  applicant  for  evaluation  by  an  acceptable  college  or  university  as 
though  the  applicant  were  seeking  advanced  standing  in  that  institution's 
undergraduate  program. 

1.5  Transfer  following  disqualification  In  appropriate  cases,  a  member 
school  may  admit  a  student  dismissed  froiri  another  school  on  account  of 
low  scholarship  provided  that 

(a)  the  admitting  school  has  reason  to  believe  that  the  prior 
performance  of  such  student  does  not  indicate  a  lack  of  capacity 
to  complete  satisfactorily  his  law  study  in  the  admitting  school, 
and 

(b)  such  students  do  not  constitute  a  substantia]  portion  of  the 
admitting  school's  enrollment. 


1.6  Statement  conce 
unwilling  acceptance 
schools  should  rfqu 
statement  concernini 

1.7  Acceptable  collet 
student  may  be  ad 
bachelor's  degiee  fn 
1 .9)  or  unless  he  pre 
i  jachelor's  degree 
ui  versity  in  the  sta 
avr  rage,  based  on  a 
work  required  for 
operating  a  four  yea 
completed  one-half 
conditions  prescribe 

1.8  Acceptable  Crea 
o('.!y  in  respect  of  c 
acrepted  for  credit 
1. 5).   Non-theory   c 
pdysical   education, 
teaching  methods 
rcfarded  as  element 
lersi  studies  except 
to    ten   pet   cent  ol 
ciicumstances,   how 
attainment    or    adc 
student's   qualificat 
non-theory    courses 
allowed. 

1.9  Qualified  institi 
engaged  in  pre-leg. 
institution  accredit! 
Colleges  and  Secon 
and  Secondary  Sc 
S«rendary  Schools 
Schools,  Northwes 
Western  Associatio 
Education  of  the  St 
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materials  for  and  programs  of  continuing  education  for  the  bar  and 
Td  U.i  and  o  'du«Uon  about  Uw  «^d  kgal  institut.on.  for 
icclTd7,y  and  postsecondary  student,  is  an  appropriate  and  useful 
professional  activity. 

i.  Library 

8.1     Collection. 

.     m  library  of  .  member  Khool  *ould  contiih  •«»«"«»»'« 
^    ■    followmi  volumei  If  U  ii  to  IchHv,  Ihl  v?ty  low«|»  U^fl  of 
adequacy. 

Publicartons  of  or  for  special  use  b,  the  itate  in  which  the 
school  it  located 

1  The  published  report,  of  deci,ion,  of  .11  .ppelUte  court, 
(including  lower  court  rtpor ti  where  pubUshed). 

2  The   best    avaUable  current  statutory  compiUtion.  Thh 
.numes  an  annotated  edition  if  one  i,  .vailable. 

3.  The  ae«ion  law*. 

4.  Art«tedi»ertindlep1encyck)pedit.lf«viil«bJe. 

5.  Shepiid',  CiUtion,. 

6     AU  «gninc*nt  local  text  books  and  treatises  of  current 
■     value  as  well  as  avaiUble  Attorney  General  Reports.  State 
Bw  Reports,  and  Form  and  Practice  Books. 

Publications  concerned  with  Federal  Law. 

1.  The  report,  of  dedsioo,  of  the  United  Sutes  Supreme 
Court. 

2.  One  complete  annotated  edition  of  tederal  statute  with 
Krvice. 

3.  Statute,  at  Large. 

4.  A  digest  of  the  United  Sule,  Supreme  Court  Report,  and  • 
dipstofall  Federal  Report*. 

5 .  Shepvd's  United  Stale*  CiUtion*. 
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6.  Shepard's  f^ederal  Reporter  Citations. 

7.  Code  of  Federal  Regulations 

8.  Federal  Register. 
General  American  publicationi. 

1.  The  published  reports  of  decisions  of  the  courts  of  last 
rex>rt.  prior  to  the  National  Reporttr  SyiUm,  in  it  Itait 
nineteen  sUtes  in  addition  to  the  sute  in  which  the  school 
is  located. 

2.  The  National  Reporter  System  complete,  including  the 
New  York  Supplement,  provided  that  if  the  decisions  of 
the  United  StaUs  Supreme  Court  included  in  the  Supreme 
Court  Reporter,  are  available  in  one  of  the  other  regular 
jets  of  these  decisions,  the  Supreme  Court  Reporter  n«y 
be  omitted. 

3.  The  American  Digest  System. 

4.  The  American  Law  Reports  (complete  with  digests,  etc.). 

5.  Current  state  sUtutory  compilations  for  twelve  sUles  in 
addition  to  the  state  in  which  the  school  is  located. 

6.  American  Jurisprudence  and  Corpus  Juris  -  Corpus  Juris 
Secundum. 
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7      Jwn  hifpjr'''^  tifrniPirant  Anglo-American  legal  periodical 
titles. 

8.  Index  to  Legal  Periodicals. 

9.  All  American  Law  Institute  Restatements. 

10.  Texts  in  each  substantive  Held  selected  from  the  Lists  of 
the  Association  of  American  Law  Schools  Libraries  Study 
Project  or  equivalent  bibliographical  hst. 

1 1.  One  legal  dictionary  of  recognized  worth. 


b.  All  public 
the  begini 
service  sh 
publicatio 
tionately 
missing  n 
reasonable 
probabilit; 
the  future 
equivalent 

c.  Except  f( 
received  t 
after  Iheii 
in  good  F 
replacemt 
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12.     One  unibridgrd  generti  dictionary. 

13      One  genertl  encyclupedii  of  recognized  worth. 

14.  Good  gerwral  Totm  book. 

15.  Shepard't  Citilionj  for  all  uniti  Of  the  National  Reporter 
System. 

16.  Words  and  Phrases. 
English  publications. 

1.  English  reports,  Full  Reprint. 

2.  Law  Reports  complete. 

3.  Statutes  of  England. 

4.  One  general  lepl  digest  or  encyclopedii. 

Other  Publications. 

One  set  of  the  loose-teaf  or  equhraleni  services  in  Corpora- 
tions, Securities,  Commercial  Law,  Labor  Law,  Trade  Regu- 
lation, and  State  and  Federal  Taxation. 

b.  All  publications  referred  to  in  (a)  above,  should  be  complete  from 
the  beginriing.  If  they  are  provided  with  a  current  service,  the 
Krvice  should  be  maintained.  Should  some  volumes  of  a 
publication  not  be  immediately  available  or  only  at  a  disptopor-* 
tionately  heavy  cost,  their  acquisition  may  be  postponed  if  the 
missmg  materials  are  likely  to  become  available  later  at  a 
reasonable  price.  Their  non-acquisition  nuy  be  excused  if  in  all 
probability  they  will  remain  unprocurable  at  reasonable  prices  in 
the  future.  In  such  cases,  some  other  publicatior.  of  substantially 
equivalent  worth  for  the  collection  may  be  substituted. 

c.  Except  for  materials  of  temporary  value,  serial  publications 
received  in  unbound  form  should  be  bound  u  toon  as  practicable 
after  their  receipt.  The  collection  as  a  whole  should  be  mainUined 
in  good  physical  condition  through  reconditioning,  rebindmg,  or 
replacement  u  required. 
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d.  Minimum   Collection.    Each  member  school  shall  mtinttin  ■ 
library  collection  containing  at  least  60,000  volumes. 


e.  Microiexl.  If  there  is  equipment  that  makes  the  legal  materiab 
important  to  the  curriculum  and  research  interests  of  the  law 
school's  program  reasonably  accessible  to  the  student  and  the 
faculty,  a  portion  of  the  required  minimum  library  holdinp 
may  be  in  the  form  of  microtext  materials. 


d. 


ASSOCIAl 


In  (he  cajc 
where  pracl 
staff:  three 
experience, 
lions,  calali 
sary  profess 

A   member 
adequate  pre 

A  member  .• 
attendance  : 


8.2     Phyiical  Plant-Library  Space. 

a.  Well-lighted,  ventilated,  and  adequately  heated  space  for  reading 
should  be  located  and  arranged  to  permit  convenient  supervision 
by  the  staff  and  effective  use  of  the  materials  by  the  students  and 
faculty.  The  space  for  reading  should  be  sufficiently  large  to 
permit  the  open  shelving  of  those  parts  of  the  library  collection 
that  are  in  general  use;  the  stacks  in  which  the  balance  of  the 
collection  is  shelved  should  be  so  located  that  the  entire  resources 
of  the  library  are  always  readily  accessible. 

b.  Seating  accommodations,  with  generous  table  or  desk  space, 
should  be  available  at  any  one  time  for  65  percent  of  the  student 
body  (or  of  the  more  numerous  of  its  divisions,  if  it  maintains 
separate  sessions  for  full-time  and  part-tinie  students).  Carrels 
should  be  provided  for  students  doing  extended  legal  research. 

c.  An  up-to-date  catalog  of  the  library  resources  should  be  main-^ 
tained  in  an  accessible  location  in  the  library. 


d. 


8.3 


tained  in  an  accessiDle  location  in  ine  iiorary. 

Adequate  work  space  should  be  provided  for  processing  library 
material. 

Nothing  herein   should  be   construed   as  a  bar   to  the   use  of 
electronic  or  mechanical  devices. 


Librarian  and  Staff. 

a.     The  librarian  should  have  both  legal  and  library  education  and  he 

should  have  met  the  certification  requirements  of  the  American 

Association  of  Law  Libraries. 


8.4  Record  Keepinj 
keep  records  in  ac 
school's  policy  pen 
Association  upon  rec 

BJS  Minimum  Libre 
least  J60,000  each 
that    sum    shall    be 
collection. 

8.6  Planning.  T 
should  maintain  a  \ 
needs  providing  for: 

1.  Adequate 

2.  Sufficient 
users  and  to  service 

3.  Adequate 

4.  An  effect] 
of  the  collections  ar 

8.7  Amendments  t 
regularly    review    a 
recommend  to  the 
of  these  Regulation 
the  Regulations  con 

9.  Procedure: 
9.1  Time  for  Mak 
shall  at  least  ele 
seeks  to  have  i 
House  of  Repr 
intention  to  file 
Annual  Meeting: 
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»"rr    three  professional  .ss  s.'n,     if  TrV  '"^'  '^^  ^""-ng 

"O"'.  caUlog.ng.  reference  andVdr^l  "^  ^""cl.ons.  acqu.s,. 

»'y  profess.on„  ,nd  clerical  ,«,sur'^'""°"-  "''  '''"er  ncce,- 
c.     A   member   school  conducing  a  nirh,  H 

•d^qua.eprofessionaMibraryserv     "r        '.^"°"  '^""''^  P'^^'"* 

Association  upon  request.  '''  ''^*"""'  "at.  available  ,o  the 

*-5  Minimum  Library  /r,„«   j 

^■''  ^mendmer„s  to  B       ,  *"*? '""^  collections 

9     ^7"'*"^^'°^  Admission  of  Law  Sch     , 

j    tt  ';  '?'  ''^^"  -nt.^te'^o.t  the"r°°'.  "^'^"^  -""l-'-hip 

•'    HouL'^f'r  ''*  "PP'^"'-"  fo    membe",^h^"''"«  »'  Which   t 

1,    "0"«=    of   Representatives    notifv  ^^  ""t     '"^  considered   by  the 


